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PREFACE. 


On  accepting  the  superintendency  of  the  Pennsyl- 
vania Training-School  for  Feeble-Minded  Children  in 
January,  1864,  I issued  a simple  set  of  General  Rules 
for  the  government  of  employes,  based  on  those  of  the 
Pennsylvania  Hospital  for  the  Insane,  which  originated, 
I believe,  with  the  late  Dr.  Kirkbride.  These  General 
Rules  apply  to  employes  of  every  grade  and  class,  and 
take  first  place  in  this  Manual. 

The  practice  of  issuing  “ House  Orders”  followed: 
these  were  written,  hurriedly,  perhaps  emphatically,  and 
applied  to  subjects  or  conduct  requiring  then,  as  now, 
consideration  and  obedience  to  secure  a well-ordered 
institution.  After  the  failure  of  many  attempts  to 
abbreviate  or  condense,  I prefer  to  retain  them  in  their 
odd  and  fitting  language,  because  they  are  the  “line 
upon  line,  and  precept  upon  precept”  through  which 
dull  or  indifferent  minds  may  patiently  come  to  a full 
sense  of  duty. 

The  General  Rules  and  thirty  House  Orders  which 
follow  should  be  faithfully  studied  by  any  one  entering 
the  service ; but  officers  should  follow  up  with  such 
help  and  explanation  as  will  best  illustrate  the  duty. 
Indeed,  the  “Manual”  will  fail  in  its  cardinal  purpose 
if  it  in  anv  decree  dismisses  from  the  mind  of  the 
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Assistant  Superintendent  or  Matron  the  sympathetic 
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influence  of  “hand  to  hand”  and  u eye  to  eye”  instruc- 
tion, such  as  every  stranger  needs. 

Part  II.  consists  of  instructions  to  the  heads  of 
special  departments,  and  contains  some  of  the  method- 
ized forms  of  drill,  such  as  that  relating  to  the  dining- 
rooms, which  must  be  thoroughly  comprehended  before 
any  officer  assumes  control. 

Part  III.  is  a random  collection  of  bulletins  and 
notices  exhorting  to  duty,  the  future  repetition  of  which 
on  the  Bulletin  Board  will  not  be  required,  I hope,  now 
that  the  “ Manual  of  Elwyn”  is  in  the  hands  of  every 
employe.  Part  III.  should  be  carefully  read,  as  it 
reiterates  and  illustrates  our  General  and  House  Rules. 

I affectionately  dedicate  this  little  volume  to  all  those 
good  men  and  women  who  are  now  employed  in  or 
who  will  enter  this  beneficent  but  arduous  work  of 
caring  for  and  training  idiotic  and  feeble-minded  chil- 
dren.  Passages  in  it  may  be  written  with  asperity, 
much  of  the  composition  may  be  crude  and  hurried, 
and  its  pages  may  be  wearisome  in  their  repetition, 
but  the  motive  which  dictated  all  these  rules  and  an- 
nouncements was  sincerely  to  help  the  employe  and 
conscientiously  to  protect  and  benefit  the  child. 

It  is  the  Directors  of  the  Pennsylvania  Training- 
School  who  have  taken  this  accumulated  material  of 
years  and  published  it  for  your  help,  and  it  is  by  the 
same  authority  that  the  writer  is  ordered  to  attach  his 
name  and  somewhat  reluctantly  to  furnish  the  frontis- 
piece. 

Isaac  N.  Kerlin. 


Elwyn,  Pa.,  September  7,  1891. 
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PART  I 


GENERAL  RULES  AND  HOUSE  ORDERS. 


GENERAL  RULES  AND  HOUSE  ORDERS. 


GENERAL  RULES. 

(adapted  from  those  of  dr.  KIRIvBRIDE.) 

In  making;  engagements  with  individuals  for  service 

© O O 

in  this  institution  it  is  to  be  distinctly  understood  that 
their  whole  time  is  contracted  for,  and  that  they  arc 
not  to  leave  the  premises,  nor  their  duties,  without  ex- 
press permission  of  the  officer  in  charge,  nor  engage  in 
work  of  their  own  in  hours  of  assigned  duty. 

They  are  expected  to  perform  with  cheerfulness  and 
to  the  best  of  their  ability  all  duties  that  may  be  as- 
signed by  officers  of  the  house,  and  at  all  times  and  in 
all  places  do  what  they  can  to  promote  the  comfort 
and  happiness  of  the  patients  and  the  prosperity  of  the 
institution. 

They  are  to  treat  all  persons  having  business  at  the 
institution,  all  residents  of  the  neighborhood,  and  one 
another  with  respect  and  courtesy.  They  are  to  be 
neat  in  their  dress,  avoid  wearing  their  hats  in  the 
house,  avoid  the  use  of  profane  and  boisterous  language 
or  behavior,  all  vulgar  habits,  and  every  kind  of  act 
unbecoming  their  position.  They  are  expected  to 
forego  the  use  of  tobacco  in  the  buildings  or  on  the 
premises,  and  intoxicating  drink  of  every  kind  while 
in  the  employ  of  the  institution. 
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When  abroad  tlley  are  to  avoid  repeating  conduct, 
conversation,  or  names  of  patients  except  in  a pleasing 
manner,  and  never  to  speak  unkindly  or  disrespectfully 
of  the  institution  or  of  any  of  its  people. 

It  is  important  that  there  shall  be  unity  and  friend- 
liness in  our  large  family.  It  is  therefore  ordered  that 
slander  and  gossip  shall  not  be  indulged  in.  If  the 
irregular  or  immoral  behavior  of  any  person  shall 
make  him  or  her  a subject  for  remark  or  criticism,  it  is 
considered  best  that  such  irregularity  or  immorality 

shall  be  communicated  either  to  the  Superintendent  or 
Matron. 

The  common  gossip  cannot  be  allowed  a residence 
within  the  enclosure  of  a respectable  institution. 

F°i  1 mJ)0rta nt  reasons  it  is  a peremptory  rule  that 
no  male  employe,  nor  any  boys  on  the  premises,  shall 
pass  the  South  Wing,  between  landing  or  entrance-doors 
of  any  floor,  except  by  permission  either  of  the  Matron 
or  Housekeeper,  and  then  only  upon  acknowledged 
duty,  under  proper  supervision,  and  on  the  responsi- 
bility of  the  persons  herein  named.  This  rule  applies 
with  special  force  to  all  buildings  on  these  grounds 
occupied  exclusively  by  females. 

Employes  will  receive  their  company  in  certain  re- 
ception-rooms or  other  places  designated  by  the  Matron, 
and  under  no  circumstances  take  visitors  into  the 
living-portions  of  our  buildings  without  the  knowledge 
and  consent  of  the  Superintendent  or  Matron  in  charge. 

It  is  very  desirable  that  our  more  intelligent  children 
should  leave  the  institution  with  pleasant  recollections 
oi  it.  Although  their  testimony  is  not  always  to  be 
relied  on,  still  it  is  undeniable  that  in  most  cases  they 
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are  quite  competent  to  give  a correct  account  of  the 
treatment  they  receive  from  those  about  them,  and 
much  other  information  affecting  the  character  of  the 
institution. 

It  is  hoped  that  in  all  cases  this  testimony  will  be 
such  as  to  increase  the  good  reputation  of  the  institu- 
tion, and  do  justice  to  those  connected  with  it. 

When  absent,  the  hour  for  return  in  the  evening  is 
ten  o’clock,  unless  a special  extension  of  time  is  allowed 
by  the  officer  in  charge. 

At  ten  o’clock  p.m.  the  centre  and  outer  doors  will 
be  locked,  all  persons  will  retire  to  their  respective 
rooms,  and  the  lights  in  children’s  dormitories  will  be 
put  out,  except  where  otherwise  ordered,  and,  so  far  as 
possible,  a quiet  house  be  secured. 

When  persons  conclude  to  abandon  the  service  of 
this  institution,  they  will  be  expected  to  give  two  weeks’ 
notice  of  their  intention.  The  same  notice  to  quit  will 
be  given  by  the  institution,  except  in  eases  of  direct 
insubordination,  drunkenness,  or  immorality,  under 
any  of  which  circumstances  pay  will  cease  and  im- 
mediate discharge  be  the  penalty. 

These  rules,  and  all  others  which  may  from  time  to 
time  be  issued,  are  made  to  promote  the  welfare  of  the 
institution  and  its  inmates  and  the  comfort  of  all 
connected  with  it.  It  is  hoped  that  violations  of  them 
will  rarely  occur,  and  that  all  will  feel  bound  to  do 
what  they  can  to  secure  obedience  to  them,  and  never 
take  offence  when  their  failings  are  pointed  out  and 
i m pro vemei  1 1 requested . 

January  1,  1864. 
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HOUSE  ORDERS. 


Order  No.  1. 

DESTRUCTIVENESS. 

Attention  is  called  to  the  broken  benches  and  bat- 
tered walls;  to  the  amount  of  reglazing  required  at  all 
times  in  all  parts  of  the  building;  to  the  disfigured 
walls  of  stairways  and  corridors;  to  the  clothes-pins 
and  casters  removed  from  bedsteads  ; to  the  quantity 
of  broken  crockery ; to  the  constant  loss  of  combs, 
brushes,  and  wearing  apparel,  etc. 

In  consequence  of  these  evils  of  carelessness,  the 
following  order  is  issued.  Any  person  employed  in 
this  institution,  through  whose  inattention  or  careless- 
ness any  damage  or  loss  of  property  may  occur,  shall 
be  charged  the  full  valuation  of  such  damage  or  loss; 
such  penalties  will  be  paid  into  the  Children’s  Amuse- 
ment Fund,  or  into  some  fund  directly  beneficial  to  the 
inmates. 

January,  18G4. 

Order  No.  2. 

LOUNGING. 

Persons  not  employed  in  kitchen,  bakery,  sewing- 
rooms,  shops,  engine-room,  boiler-room,  or  laundry  are 
requested  to  remain  outside  of  such  places,  and  are 
strictly  prohibited  making  them  resorts  for  lounging. 

No  admission  allowed  into  the  kitchens  but  by  direc- 
tion or  consent  of  the  Housekeeper,  or  Matron  of  the 
detached  building. 

January,  1864. 
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Order  No.  3. 

WATER,  HEAT,  AND  LIGHT. 

While  these  articles  are  to  be  used  in  sufficiency, 
they  should  not  be  wasted,  because  they  are  expensive. 

To  secure  an  economical  and  proper  use  of  water, 
heat,  and  light,  the  following  order  is  issued. 

The  watchful  care  of  every  one  is  directed  to  the 
water,  electric  lamps,  registers,  and  windows. 

First,  of  Water. — When  a water-stop  is  turned, 
whether  of  bath-tub,  basin,  or  urinal,  and  no  water  is 
found  in  the  pipe,  throw  it  off  again.  Neglect  of  this 
precaution  has  caused  much  trouble  and  damage. 

Use  enough  water,  but  do  not  be  wasteful  of  it. 
Floors  are  rotted  where  deluged  by  it.  A tub  half  full 
of  water  is  as  cleansing  to  a child  as  when  tilled  to 
overflowing.  Never  turn  any  water-stop  and  leave  the 
closet  or  room  without  closing  it  again. 

Second , of  Heat. — Windows  and  registers  open  at 
the  same  time  must  be  avoided  ; except  for  the  purpose 
of  ventilation  or  the  removal  of  some  unpleasant  odor. 

In  cool  and  wintry  weather  care  must  be  taken  that 
the  house  shall  not  be  chilled  and  the  children  unduly 
exposed  during  the  morning  hours  of  house-cleaning 
and  bed-making.  It  is  recommended  that  immediately 
on  descent  of  children  to  play-rooms  or  dining-rooms 
the  dormitory  windows  shall  be  freely  opened  ; after 
breakfast  and  until  ten  minutes  of  nine,  two  inches 
opening  of  upper  and  lower  sash  generally  is  all  that 
is  required;  after  nine  the  house  ventilators  should 
mainly  be  depended  on.  These  ventilators  should 
always  be  open  and  clean. 
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“ Windows  by  !”  Of  course  in  all  suitable  weather, 
especially  summer-time,  windows  and  doors  should  be 
open  to  their  freest  extent,  flushing  the  building  with 
sun  and  air. 

Sleeping-rooms  must  be  kept  cool  during  the  night ; 
no  heat-register  in  such  rooms  to  remain  open  after  the 
retiring  of  the  children. 

The  practice  of  drying  clothing  over  dormitory  registers 
is  so  offensive  to  health  that  it  is  positively  prohibited. 

Excess  of  heat  in  school-  and  play-rooms  must  be 
as  carefully  avoided  as  the  extreme  of  cold. 

Third , of  Light. — One  may  unconsciously  use  it 
extravagantly ; it  is  therefore  desired  that  whenever 
and  wherever  one  lamp  will  answer,  the  others  shall 
be  extinguished. 

Do  not  interfere  with  the  suspending  electric  cords  ! 
Fires  have  originated  from  swinging  them  over  spuds, 
etc.  A steamship  was  set  on  fire  by  hanging  a damp 
towel  over  an  electric  lamp  to  dry.  Prevent  children 
from  striking  or  touching  the  lamps. 

When  leaving  a private  room  always  extinguish  the 
lamp. 

Coal-oil  or  other  lamps  can  only  be  introduced  on 
express  permission  of  the  Superintendent.  All  coal- 
oil  supplies  must  be  kept  outside  the  buildings,  and 
the  utmost  caution  taken  in  their  use. 

Use  no  more  light  in  the  children’s  dormitories  than 
is  absolutely  necessary  to  put  them  to  bed. 

It  is  the  duty  of  all  employes  to  use  the  supplies  of 
this  house  with  the  same  frugality  and  care  as  if  they 
were  their  own  personal  property. 

M aiich,  1864. 
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Order  No.  4. 

BATH-BOOMS — WASIi-KOOMS. 

At  all  times  when  these  rooms  are  not  in  use,  the 
doors  must  be  kept  locked.  All  combs,  brushes,  etc., 

must  be  kept  in  orderly  condition. 

An  inspection  of  water-stops  will  be  made  at  or 
before  10  p.m.  by  evening  watches  to  whom  is  assigned 
this  service,  and  all  damage  accruing  from  neglect  will 
be  chargeable  to  the  person  against  whom  the  neglect 
is  lodged. 

Washing  of  clothing  in  bath-rooms  is  prohibited, 
excepting  that  soiled  garments  of  children  must  be  first 
cleansed  in  buckets  or  in  hoppers  in  water-closets. 
All  other  articles  must  be  sent  to  the  laundry. 

April  19,  1864. 

Order  No.  5. 

WINDOWS,  CURTAINS,  DOORS. 

When  the  upper  sash  is  open,  the  upper  curtain  is 
to  be  rolled  closely  up.  When  the  lower  sash  is  up 
its  whole  distance,  or  even  for  a few  inches,  the  lower 
curtain,  if  not  entirely  rolled,  must  at  least  be  raised 
so  that  its  slat  shall  be  in  line  with  the  lower  ed^e  of 
the  sash. 

Pulley  cords  and  racks  should  be  kept  in  order,  and 
no  excuse  will  be  received  that  children  interfere  with 
or  destroy  them. 

The  hanging  of  articles  of  clothing,  towelling,  etc., 
from  window-sills  or  balconies  is  not  allowed,  except 
at  special  times  daily  as  ordered  by  the  Matron,  when 
bedding  may  be  thus  aired. 
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Between -doors  and  landing-doors  must  be  kept 
closed.  The  landing-doors  of  North  and  South  Wings, 
Main  Building,  must  be  bolted  by  the  evening  watches 
on  going  off  duty.  The  doors  of  children’s  sleeping- 
rooms  should  be  closed  only  at  such  times  as  attendants 
and  children  are  arranging  toilet. 

June  29,  1864. 

Notice  to  Emphasize  the  Foregoing  Order. 

So  important  is  the  rule  in  reference  to  keeping  the 
between-  and  landing-doors  closed,  and  so  serious  our 
recent  experience  from  its  neglect,  that  hereafter  persons 
violating  it  will  be  fined  ten  per  cent,  of  their  monthly 
wages  and  salaries  for  each  and  every  neglect. 

O JO 

Continued  carelessness  on  the  part  of  any  particular 
individual  will  be  a sufficient  cause  for  his  or  her 
dismissal  from  the  service  of  the  institution. 

Persons  loaning  their  keys  to  children  will  be  re- 
sponsible for  the  results.  Keys  will  be  issued  on 
engagement  to  officers  and  attendants  at  cost  prices, 
the  value  of  them  to  be  refunded  when  returned  at 
expiration  of  service. 

July  26,  1865. 

Order  No.  6. 

DISTRIBUTION  OF  MAIL. 

All  letters  and  papers  by  morning  post  for  attendants 
will  be  distributed  in  the  dining-rooms  at  twelve 
o’clock. 

All  letters  coming  for  persons  who  are  absent  from 
the  institution  will  be  retained  in  the  office  until  called 
for. 

All  letters  brought  to  the  office  to  be  mailed  should 
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be  stamped ; stamps  can  be  had  at  the  incidental  store 
daily.  Unstamped  letters  will  not  be  mailed. 

Order  No.  7. 

EVENING  WATCH. 

For  the  better  protection  of  house  and  children  there 
will  remain  on  duty  every  evening  one  employe  with 
each  clnb  and  circle  and  at  least  two  on  each  floor  of 
the  Hill-Side  buildings.  Their  special  duties  will  be- 
gin at  6 p.m.  and  cease  at  10  p.m.,  the  North  Wing 
basement  watch  ringing  the  retiring-bell. 

They  shall  have  special  care  over  those  rooms  from 
which  attendants  are  absent,  visiting  them  constantly 
and  reporting  any  accident,  sodden  sickness,  or  other 
cause  requiring  attention,  to  the  officer  on  duty  in  the 
Centre  or  to  the  Physician  in  Charge. 

They  shall  carefully  examine  water-closets,  wash- 
and  bath-rooms,  and  know  they  are  in  order,  and  at 
the  ringing  of  the  retiring-bell  shall  see  that  all  bath- 
rooms,  wash-rooms,  and  landing-doors  are  locked,  and 
all  risks  from  water  avoided. 

They  shall  regulate  the  electric  lamps  of  corridors 
and  other  house  lights  to  prevent  unnecessary  waste  of 
light. 

The  male  watches  of  North  Wing  shall  have  special 
regard  for  the  boys  when  scattered  on  the  play-grounds 
and  campus,  making  it  their  duty  to  be  among  them, 
joining  in  and  promoting  games,  expediting  their  ap- 
pearance at  evening  muster,  preserving  order  on  and 
after  their  retiring,  and  ready  for  any  emergency  of 
fire  or  accident.  The  evening  watches  will  report  to 
the  Centre  at  ten  p.m.  all  persons  absent  from  their 

2* 
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rooms,  and  such  other  details  as  are  important.  The 
evening  watches  shall  perform  such  special  service  from 
time  to  time  as  may  be  required  by  the  officer  in  charge. 
June  18,  1865. 


Order  No.  8. 

SPECIAL  ORDER  ON  FIRE. 

Attention  is  hereby  specially  directed  to  House  Order 
No.  9,  on  Fire-Buckets ; No.  17,  on  Matches ; No.  7,  on 
Evening  Watch ; Special  Order  on  Night  Watch  and 
Special  Order  on  Official  Inspection. 

It  is  believed  that  the  conscientious  observance  by 
all  employes  of  the  above  orders  will  guard  this  prop- 
erty and  its  helpless  inmates  surely  against  the  usual 
accidents  of  fire. 

So  fearful  would  be  the  calamity  of  a great  fire, 

endangering:  as  it  might  the  lives  of  many  children  and 

employes,  and  sacrificing  a valuable  property  and  a 

beautiful  home  for  more  than  one  thousand  residents, 

that  I would  earnestly  direct  the  attention  of  all  our 

•/ 

employes  to  the  following  : 

On  the  Discovery  of  a Fire. 

1.  Make  no  clamor.  Do  not  create  a panic.  Keep 
cool ! 

2.  Remember  the  value  of  a woollen  blanket  or  two 
in  extinguishing  fire. 

3.  If  you  area  man,  “stamp  out”  a commencing 
fire,  either  with  blankets  or  by  throwing  the  whole 
burning  mass  out  of  the  nearest  window. 

4.  If  you  are  a woman,  try  to  do  the  same  thing, 
being  careful  that  the  fabrics  of  your  own  dress  are  not 
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ignited.  If  they  should  get  on  fire,  remember  to  lie 
down,  seizing  a woollen  blanket,  if  possible,  and  roll- 
ing yourself  in  it.  This  will  smother  out  the  fire  and 
save  you. 

5.  Do  not  be  afraid  to  fight  a flame  with  any  sort  of 
woollen  goods.  If  the  room  is  too  dense  with  smoke 
to  breathe,  you  may  often  creep  to  the  spot  where  the 
fire  is,  and  with  a blanket  smother  it  out. 

6.  Remember  where  the  fire-buckets  are  located. 
More  than  once  in  the  history  of  this  institution  a few 
buckets  of  water  carried  by  nerved  hands,  and  thrown 
with  cool  heads,  have  saved  everything  from  destruc- 
tion. 

7.  Keep  windows  closed  during  a fire,  and  shut  off 
communicating  doors,  especially  those  of  the  corridors. 

8.  Do  not  cry  fire  ! unless  you  cannot  put  it  out 
yourself,  and  no  help  be  near  and  you  cannot  send  for 
help.  The  cry  of  fire  is  your  last  desperate  resort. 

9.  Never  retire  to  your  beds  without  leaving  your 
clothes  placed  for  an  alarm  of  fire.  Know  where  your 
keys  are ; have  them  habitually  in  some  precise  place ; 
practise  yourself  in  having  clear  notions  of  things 
when  you  awaken.  If  you  are  in  a flurry  about  clothes 
and  keys  on  waking,  you  are  that  much  incapacitated 
for  meeting  any  sudden  alarm. 

10.  In  the  event  of  a night  disturbance  by  fire, 
attendants  must  quietly  dress  themselves  and  their 
children,  fold  their  blankets  for  carrying,  and  be  ready 
to  move  when  ordered,  unless  actually  hurried  out  of 
dormitories  by  the  near  and  visible  approach  of  fire. 
Even  then,  no  crowding  or  screaming  must  be  indulged 
in  or  permitted.  Keep  cool  under  the  most  direful 
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circumstances.  Keep  cool — all  that  can  be  saved  may 
be  saved  by  keeping  cool. 

11.  Those  not  employed  in  the  safe  removal  of  chil- 
dren will  collect  buckets,  fire-axes,  and  hooks,  and 
under  the  direction  of  the  Superintendent,  or  other 
controlling  person,  exert  themselves  to  put  a stop  to  the 
progress  of  the  fire.  When,  in  the  judgment  of  this 
controlling  person  (one  is  enough,  two  are  dangerous), 
this  is  impossible,  he  will  direct  the  entire  force  at  his 
hands  to  the  safe  and  orderly  removal  from  the  building, 
or  from  parts  of  buildings,  as  follows : 

a.  Of  all  children. 

b.  Blankets  of  beds. 

c.  Mattresses  and  bedding. 

d.  Clothing  from  clothes-closets. 

e.  Furniture  and  books. 

/.  Carpets. 

12.  Officers  are  enjoined  to  give  no  personal  con- 
sideration to  the  saving  of  their  own  effects  when 
danger  of  panic  exists.  They  must  exercise  their  best 
brains,  strength,  and  courage  in  the  control  of  attend- 
ants and  children,  and  for  their  safe  removal.  In  such 
an  unselfish  and  courageous  devotion  to  duty  in  disaster, 
unmindful  of  the  loss  of  all  personal  goods,  servants  of 
a public  charity  will  be  ouly  performing  their  honorable 
functions.  To  do  otherwise  is  disgraceful  and  cowardlv. 

13.  After  the  effort  at  blanketing  out  a fire,  should 
it  fail,  it  is  most  important  for  all  to  remember  the 
sources  of  a water-supply,  the  orderly  and  prompt 
handling  of  which  may  prevent  any  ordinary  confla- 
gration extending  beyond  a single  dormitory  or  suit  of 
rooms, — 
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a.  The  fire-buckets. 

b.  The  bath-tubs. 

c.  The  Hill-Top  reservoir. 

d.  The  Worthington  pump  at  the  engine-room  in  the 
mean  time  is  throwing  water  into  the  dome-tanks,  and 
the  valley  pumps  are  throwing  into  the  reservoir. 

14.  To  further  these  cautionary  and  protectional 
purposes,  it  is  hereby  directed, — 

a.  That  the  reservoir,  tanks,  fire-buckets,  and  scrub- 
buckets  shall  be  kept  full  of  water;  and  when,  for 
good  reason,  the  tanks  and  reservoirs  are  short,  or  the 
general  supply  temporarily  cut  off  for  repairs,  that  the 
lavatory  and  bath-tubs  shall  always  be  filled  on  a warn- 
ing  from  the  engineer. 

b.  That  the  Superintendent,  Assistant  Superintend- 
ent, and  engineer  shall  be  known  and  accessible  to  the 
night  guard,  and  that  if  either  is  absent  at  night,  the 
watchman  shall  know  it. 

c.  That  inspection  by  the  officers  of  this  house  shall 
be  frequent  to  assure  themselves  of  obedience  to  all 
rules  and  readiness  for  any  risks. 

August  19,  1864. 

Order  No.  9. 

FIRE-BUCKETS. 

There  shall  at  all  times  be  kept  buckets  of  water  in 
the  following  places. 

These  shall  be  marked  and  considered  “ fire-buckets,” 
and  are  only  to  be  used  in  the  event  of  accidental  fire  ; 
any  violation  of  which  order  shall  subject  the  offender 
to  a fine  of  ten  per  cent,  of  his  or  her  monthly  wages 
or  salary. 

For  additional  security  all  scrub-  and  water-buckets 
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will  be  kept  filled  when  not  in  house  use,  and  located 
at  points  accessible  and  known  to  the  household. 
September  6,  1864. 

Number  and  Location  of  Five-Buckets  in  Main  Building 

and  North  Home. 

Keystone  Hall,  six  over  central  door. 

Keystone  Dormitory,  four  on  bath-room  floor. 

Music  Hall,  seveu  iu  front  of  stage. 

South  Wing,  first  floor,  three  in  play-room. 

South  Wing,  second  floor,  three  in  front  of  W.  C. 
South  Wing,  third  floor,  five  in  front  of  staircase. 
North  Wing,  first  floor,  four  at  foot  of  stairs. 

North  Wing,  second  floor,  five  at  foot  of  stairs. 
North  Wing,  third  floor,  five  at  head  of  stairs. 
Children’s  dining-room,  six. 

Centre  staircase,  six. 

Centre  closet,  two  under  main  staircase. 

Fourth  corridor,  four  on  shelves. 

North  Home. 

Hammock-shop,  four  at  foot  of  stairs. 

First  floor,  corridor  outside  hospital, 

First  floor,  corridor  Martin  Croft,  three. 

Second  floor,  Crozer,  four;  two  in  hall. 

Second  floor,  Washington  corridor,  four  on  shelf. 
Third  floor,  Lincoln  corridor,  five  on  shelf. 

Third  floor,  Parrish  corridor,  six  on  shelf. 

Industrial  B uilding. 

First  floor,  band-room,  five  on  shelf,  west  wall. 

- First  floor,  rear  room,  three  on  shelf,  north  wall. 
Second  floor,  mattress-shop,  five  on  shelf,  west  wall. 
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Second  floor,  rear  room,  three  on  shelf,  north  wall. 
Carpenter-shop,  four  on  shelf,  west  wall. 


School- House. 

Cellar,  east  division,  four  on  shelf,  middle  partition. 
Cellar,  west  division,  three  on  shelf,  middle  partition. 
First  floor,  west  division,  four  in  occupation  closet. 
First  floor,  centre  division,  two  by  stairway. 

Second  floor,  east,  three  in  occupation  closet. 

Second  floor,  west,  three  in  occupation  closet. 

Third  floor,  north  stairs,  three  at  head  of  stairs. 
Third  floor,  south  stairs,  three  at  head  of  stairs. 


The  Manse. 

Basement,  large  store-room  (west),  twelve. 

First  floor,  bath-room,  thirteen  on  shelves  in  corner. 
Second  floor,  bath-room,  thirteen  on  shelves  in  corner. 
Third  floor,  drying-room,  ten  on  and  near  water- 
closet. 

Hill- Side  “ A” 

Vegetable  cellar,  four. 

Carpenter  cellar,  six. 

Centre  cellar,  four  near  boiler-room. 

First  floor,  children’s  dressing-room,  eight,  four  on 
each  side. 

Second  floor,  bath-room,  six. 

Third  floor,  bath-room,  seven. 

Fourth  floor,  drying- room,  four  on  shelf  on  north 
side. 

Hill-Side  “ B.” 

Cellar,  near  boiler-room,  four. 

Bear  cellar,  six. 
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First  floor,  children’s  dining-room,  ten,  five  on  each 
side. 

Second  floor,  bath-room,  six. 

Third  floor,  bath-room,  five. 

Fourth  floor,  drying-room,  five  on  shelf  on  north  side. 
August  14,  1891. 


Order  No.  10. 

attendants’  care  of  children. 

The  family  of  attendants  will  arise  at  the  ringing  of 
the  first  mornino;  bell. 

Close  attention  must  be  paid  to  the  washing,  combing, 
and  dressing  of  each  child,  and  any  wants  from  the 
clothes-closets  are  to  be  referred  at  once  to  the  Matron, 
her  assistant,  or  the  clothes-keeper,  so  that  no  child 
shall  suffer  from  any  insufficiency  of  proper  clothing. 

Special  regard  should  be  taken  in  the  instruction  of 
children  in  proper  modes  of  dressing  and  caring  for 
themselves. 

Attendants  may  be  assisted  by  the  more  advanced 

V •/ 

children  in  dressing  the  more  dependent,  but  it  is  ex- 
pressly demanded  that  the  attendant  shall  be  up  and 
supervising  all  such  help,  as  he  or  she  will  be  held  re- 
sponsible for  the  condition  in  which  his  or  her  children 
may  at  auy  time  be  found. 

Preparatory  to  the  ringing  of  the  breakfast-bell  the 
children  under  each  attendant  will  be  filed  into  the 
corridor,  and  thence  in  order  to  the  dining-room,  where 
they  will  be  left  in  charge  cf  the  persons  detailed  for 
this  duty.  Under  no  circumstance  will  an  attendant  be 
absent  from  the  dining-room  without  the  knowledge  of 
the  officer  in  charge. 


THE  MANUAL  OF  ELWYN. 


25 


Daring  active  duty  in  dining-rooms,  attendants  will 
occupy  standing  positions,  assisting  the  person  in 
charge  to  maintain  good  order  and  discipline  among  the 
children,  instructing  them  in  proper  modes  of  eating, 
drinking,  and  sitting ; and  themselves  avoiding  all  loud 
talking  or  disturbing  behavior.  They  will  remember 
that  at  no  time  of  the  day  can  the  children  receive  such 
important  lessons  of  order  and  propriety. 

Attendants  and  others  are  positively  prohibited  carry- 
ing switches,  sticks,  canes,  etc. 

It  is  distinctly  and  positively  enjoined  that  our  rule 
of  government  is  one  of  kindness,  and  that  no  sever- 
ities or  meanness  towards  the  children  will  be  tol- 
erated. If  in  the  opinion  of  an  officer,  teacher,  or 
other  employe,  a child  needs  chastisement,  the  case 
must  be  referred  to  the  Superintendent,  or,  in  his 
absence,  to  the  First  Assistant  Superintendent  in  charge, 
and  a record  of  the  action  must  be  made  and  kept  in  a 
Book  of  Discipline.  Any  chief  officer  administering 
corporal  correction,  in  every  instance,  must  have  the 
attendance  of  a co-officer ; any  teacher  administering 
corporal  correction  must  have  the  attendance  of  the 
Matron  of  the  department  to  which  the  child  belongs. 

Except  in  the  school-room  the  camisole  is  not  to  be 
put  on  any  child  without  the  consent  of  the  officer  in 
charge,  except,  again,  when  in  special  cases  it  becomes 
a chronic  necessity  for  some  persistent  vice  or  destruc- 
tiveness, when  permission  must  be  obtained  for  its  use; 
but  even  here  it  must  be  remembered  that  employment 
and  diversion  will  often  be  the  means  of  avoid ing  a 
resort  to  such  measures. 

The  passionate  smacking,  rapping  of  knuckles,  pull- 
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ing  of  ears,  kicking,  pinching,  scolding,  teasing,  threat- 
ening, etc.,  are  all  barbarous  and  disgusting  methods, 
and  are  only  referred  to  here  to  warn  all  against  in- 
dulgence in  any  such  temper. 

While  it  may  be  admissible  to  shorten  meals  as  a 
means  of  correction,  this  must  not  be  done  to  the  injury 
of  the  child,  nor  in  any  case  must  the  breakfast  be 
interfered  with.  Let  the  day  start  on  a “ square,”  hot 
meal. 

No  child  can  be  “stood  up”  or  abridged  in  his  food 
without  report  to  and  with  concurrence  of  the  officer  in 
charge  of  the  dining-room. 

After  meals  the  attendant  of  each  class  of  children 
should  be  careful  to  direct  their  attention  to  the  water- 
closets  and  to  know  that  such  attention  is  given.  The 
state  of  a child’s  bowels  is  of  the  utmost  importance 
in  regard  both  to  health  and  cleanliness.  Many  of  the 
terrible  spasms  of  epilepsy  might  be  avoided  with  a 
proper  vigilance  in  this  respect  on  the  part  of  the  at- 
tendant. 

At  8.30  a.m.  and  also  immediately  after  children’s 
dinner,  preparations  will  be  made  for  school,  which  will 
consist  in  a close  inspection  of  dress,  that  all  buttons, 
hooks,  neckties,  collars,  and  shoe-strings  be  in  right 
condition,  the  pockets  emptied  of  trash,  the  faces  and 
hands  clean,  the  hair  nicely  brushed,  the  child  tidy. 
Children  will  be  returned  from  dining-rooms  and  as- 
semblage halls  if  these  attentions  are  not  carefully  ob- 
served. 

The  play-room  and  play -ground  care  must  be  watch- 
ful and  kind.  While  the  children  may  be  permitted  to 
amuse  themselves  in  all  innocent  ways  of  their  own, 
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they  must  not  abuse  themselves,  one  another,  or  the 
furniture,  walls,  and  windows.  They  must  be  cautioned 
against  damaging  shrubbery,  walks,  etc.,  and  the  misuse 
and  loss  of  tools. 

Strings,  papers,  sticks,  etc.,  are  disallowed  in  play  as 
well  as  in  school-rooms : the  reason  is  obvious. 

Reading,  sewing,  conversation,  or  anything  calcu- 
lated to  distract  the  attendants’  attention  from  the 
children  in  charge  is  prohibited. 

Attendants  on  retiring  to  their  respective  rooms  for 
the  night  will  be  expected  to  know  that  each  child  is  in 
comfortable  condition  ; that  all  are  in  their  own  beds 
with  the  day  elothes  properly  hung  up  at  the  foot  of 
the  bed,  and  only  night-shirt  or  gown  worn  at  night. 

Two  grades  of  children  retiring  at  different  hours 
require  different  attention.  The  class  of  younger  and 
feeble  children  retire  at  6 p.m.  in  winter,  and  at  7 p.m. 
in  summer.  They  need  careful  attention  from  their 
own  attendants  at  retiring,  so  that  they  shall  lay  off 
their  clothes  in  good  order,  visit  the  water-closets,  and 
remain  there  sufficiently  long  to  prevent  accidents  to 
bedding,  etc. 

Thev  should  be  instructed  to  kneel  at  their  bedsides 
•/ 

a few  minutes  in  silence,  or  utter  some  simple  prayer. 

The  class  of  older  and  stronger  children  will  retire 
at  8.15  p.m.  in  winter,  and  at  8.30  p.m.  or  later  in  sum- 
mer, except  the  few  who  are  allowed  special  privilege. 

The  evening  watch  will  be  responsible  for  the  above 
duties  being  faithfully  discharged  towards  the  class  last 
named. 

Reports  of  children’s  clothing,  health,  habits,  sayings, 
doings,  and  of  everything  of  interest  in  their  develop* 
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merit  and  care,  are  earnestly  requested  by  those  in 
charge,  whose  duty  and  pleasure  it  is  to  listen  to  such 
reports  and  to  aid  the  attendants  by  advice  and  counsel 
in  the  proper  discharge  of  their  arduous  duties. 

Any  suggestion  for  the  comfort,  good  care,  or  clean- 
liness of  any  child  coming  to  or  addressed  to  the  at- 
tendant  from  a more  experienced  attendant,  supervisor, 
teacher,  member  of  committee,  or  visiting  parent  or 
guest,  is  to  be  politely  received. 

There  are  times  when  the  charge  of  large  groups  of 
children  is  thrown  upon  one  or  more  detailed  attend- 
ants. No  prejudice  or  ill-will  against  one  auother 
must  in  such  case  affect  vour  care  of  children  belong- 
ing  to  other  attendants.  Any  child  of  any  attendant 
when  in  danger,  mischief,  or  suffering,  is  the  care  of 
every  other  attendant,  and  the  first  person  to  prevent 
or  relieve  is  the  first  person  who  sees  the  child  so 
situated. 

The  position  of  attendant  is  a sacred  one.  Its  re- 
quirements are  to  improve  and  cheer  the  most  helpless 
of  earth’s  unfortunates. 

To  do  your  work  properly,  you  must  learn  yourself 

the  lessons  vou  endeavor  to  teach. 

%/ 

To  teach  them  to  be  neat  and  orderly,  vou  must  be 
so  yourself. 

To  teach  them  to  be  kind,  obliging,  and  respectful, 
you  must  be  so  yourself. 

To  reform  their  habits  of  speaking  and  acting,  you 
must  be  cautious  of  your  own  acts  and  words. 

August  12,  1864. 
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Order  No.  11. 

SITTING-ROOMS. 

For  the  greater  convenience  of  the  house  and  the 

O 

comfort  of  attendants  and  employes,  certain  rooms  are 
to  be  used  for  the  evening  gathering  of  attendants, 
seamstresses,  and  employes  generally,  and  thus  all 
excuse  be  removed  for  reading,  writing,  or  sewing  in 
children’s  sleeping-rooms,  which  is  hereafter  prohibited 
except  in  extreme  cases  and  by  permission  of  the 
Superintendent. 

The  House  Rules  on  Order,  Cleanliness,  and  Con- 
sumption of  Light  are  to  be  scrupulously  observed  in 
the  sitting-rooms,  as  elsewhere. 

February  14,  1865. 

Order  No.  12. 

CARE  OF  GROUNDS,  SHRUBBERY,  ETC. 

All  employes  will  exercise  such  care  over  the  chil- 
dren as  to  prevent  the  destruction  of  out-buildings, 
fences,  arbors,  wood  seats,  etc.,  and  injury  to  trees, 
shrubbery,  grass,  flowers,  etc. 

Young  forest  trees,  chestnut  shoots,  etc.,  must  not 
be  cut  or  broken,  as  upon  these  we  depend  for  future 
shade. 

Endeavor  to  cultivate  among  our  children  a love  and 
admiration  for  leaves  and  flowers,  and  they  will  learn 
their  use  and  discontinue  habits  of  destruction.  Re- 
member that  bv  attention  to  this  order  you  are  per- 
petuating our  own  blessing  of  forest  and  wild  flowers, 
and  transmitting  a goodlv  heritage  to  the  attendants 
and  children  of  the  years  to  come. 

3* 
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Guard  the  birds,  rabbits,  and  squirrels  against  cruelty, 
and  their  nestings  against  careless  intrusion. 

o o 

May  27,  1865. 

Order  No.  13. 

COLLECTORS  OF  GARBAGE,  WASTE,  ETC. 

All  articles  of  waste,  such  as  rags,  paper,  old  iron, 
brass,  bones,  etc.,  are  hereafter  to  be  disposed  of  for 
the  benefit  of  the  Children’s  Amusement  Fund,  by 
persons  appointed  for  that  purpose.  No  collector  of 
waste  is  allowed  on  these  premises,  and  all  employes 
are  requested  to  report  any  such  intruders  at  once  to 
the  office.  Pedlers  are  disallowed  in  the  building  un- 
less  under  special  permit  and  accompanied  by  a detail 
from  the  Centre. 

June  6,  1865. 

Order  No.  14. 

CLOTHES-KEEPERS,  WASHING,  ETC. 

All  children’s  clothing  and  bed-supplies  are  hereby 
committed  to  the  cloth es-keepers,  under  the  direction 
of  their  respective  Matrons,  who  will  issue  them  in 
suitable  quantities  at  proper  times,  requiring  in  return 
from  attendants,  and  all  others,  articles  previously 
issued. 

Any  deficiencies  in  returned  clothing,  bedding,  etc., 
must  be  accounted  for  properly  and  satisfactorily,  or 
the  value  of  such  loss  will  be  charged  to  the  monthly 
wages  or  salary  of  the  person  by  whom  it  occurs. 

To  secure  the  proper  care  of  officers’  and  attendants’ 
clothing,  it  is  requested  that  all  pieces  be  marked  with 
the  name  of  the  owner  on  the  garment  itself.  Each 
individual  should  deposit  his  bundle  with  the  Matron’s 
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assistant  on  Tuesday,  before  3 p.m.  Unclaimed  cloth- 
ing will  be  deposited  with  the  Matron  of  the  South 
Wing. 

July  9,  1866. 

Notice. 

Hereafter,  seamstresses,  attendants,  and  house-girls 
are  requested  to  iron,  within  the  hours  of  their  release 
from  house  duty,  all  dresses,  aprons,  skirts,  etc.,  belong- 
ing to  them  which  are  ruffled,  tucked,  or  trimmed  in 
such  manner  as  to  require  extra  care. 

All  persons  are  directed  to  limit  the  number  of 
pieces  within  the  bounds  of  discretion  and  be  governed 
by  advice  of  the  Matron  of  their  department.  The 
children  of  the  institution  must  not  be  used  by  em- 
ployes for  personal  laundry  work.  Extravagance  at 
the  laundry  cannot  be  allowed. 

May  25,  1870. 


Order  No.  15. 

VISITS. 

Protracted  visits  of  friends  and  relatives  are  not 
desirable;  supplies  are  not  only  consumed,  but  duties 
are  seriously  interfered  with. 

Employes  desiring  to  entertain  their  connections  for 
periods  of  time  over  day  visits  will  consult  the  Super- 
intendent. Visitors  will  in  all  cases  be  directed  to  the 
centre  entrance,  and  not  be  admitted  through  the  wings 
or  into  other  parts  of  the  buildings. 

Privilege  to  have  company  in,  or  take  company  into, 
the  living  parts  of  the  house  must  be  received  from  the 
officer  on  duty.  Scrupulous  care  must  be  had  that  a 
child  shall  not  be  “ exhibited”  to  disinterested  or  ob- 
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trusive  neighbors  of  the  family  from  which  the  child 
comes.  (See  General  Rules,  e.) 

It  is  “ good  form”  for  employes  to  introduce  their 
guests  to  the  Superintendent  and  Matron  in  charge. 

Order  No.  17. 

MATCHES. 

For  the  greater  protection  of  life  and  property,  no 
matches  will  be  issued  to  attendants,  who  are  ex- 
pressly forbidden  to  carry  them  on  their  persons  or  to 
have  them  in  their  rooms.  The  only  match  allowed  is 
the  Erie  non-explosive  match : an  absolute  veto  is 
placed  on  the  holding  of  private  boxes  of  explosive, 
parlor,  and  other  dangerous  brands  of  matches. 

The  evening:  and  night  watches  will  furnish  light  to 
rooms  when  required  from  match-safes  provided  for 
the  purpose. 

A strict  inspection  of  private  rooms  will  be  made 
from  time  to  time,  and  if  evidences  of  carelessness  in 
this  particular  are  discovered,  the  privilege  of  holding 
matches  will  be  forfeited. 

Our  insurances  depending  in  a measure  upon  the  ex- 
istence and  execution  of  such  rules  as  Order  No.  17 
and  Order  No.  8,  the  Superintendent  cannot  be  too 
emphatic  in  demanding  implicit  obedience  to  them. 

March  13,  1866. 

Order  No.  18. 

PERSONAL  PROPERTY  OF  EMPLOYES. 


When  persons  who  engage  in  the  service  of  this  in- 
stitution prefer  to  bring  with  them  articles  of  furniture, 
bedding,  tools,  etc.,  an  inventory  of  such  must  be  fur- 
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nished  to  the  Superintendent,  and  a receipt  be  given  by 
him.  This  inventory  will  be  recorded,  and  by  it  the 
property  is  to  be  claimed  upon  the  withdrawal  of  the 
person  from  the  service  of  the  institution. 

The  institution  will  not  indemnify  for  wear,  tear,  or 
loss  of  said  property.  To  a reasonable  extent  it  might 
purchase  such  goods  for  a fair  price  at  the  time  the 
owner  enters  service. 

May  24,  1867. 

Order  No.  19. 

BRIGANDAGE. 

The  furniture,  bedding,  carpets,  etc.,  belonging  to 
certain  rooms  or  wards  are  appointed  by  the  officer  in 
charge,  and  there  shall  be  no  removals,  exchange,  or 
storage  of  such  articles  without  the  consent  of  proper 
authority. 

September  13,  1867. 

Order  No.  20. 

SUBSTITUTION. 

When  officers,  attendants,  or  other  employes  are 
arranging  for  temporary  absence  from  duty,  they  shall 
procure  acceptable  substitutes  for  their  various  special 
assignments,  so  that  no  irregularity  will  occur  during 
their  absence. 

Absence  of  attendant  from  children’s  table  must  be 
covered  by  the  attendant  at  next  table,  and  a report 
made  bv  same  substitute  or  by  the  person  intending  to 
be  absent  to  the  officer  in  charge  of  the  dining-room. 

Officers  will  report  substitutes  to  the  office.  Attend- 
ants and  other  employes  to  the  chief  of  their  department. 

September  29,  1868. 
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Order  No.  21. 

DISPENSARY. 

All  cases  of  sickness  requiring  visits  to  the  bedside 
are  to  be  reported  by  Matron  or  attendant  to  the  Super- 
intendent or  to  one  of  his  Assistants. 

Dispensary  attention  will  be  given  at  8 a.m.  and  at 
6 p.m.  daily  to  all  persons  requiring  it.  At  these 
times  attendants  are  requested  to  be  punctual,  exhibit- 
ing in  person  all  cases  of  sore  eyes,  skin  affections, 
slight  sickness,  sleeplessness,  etc. 

Renewal  of  medicine  will  be  made  at  the  morning; 

© 

dispensary. 

July  12,  1868. 

Order  No.  22. 

OFFICER  ON  DUTY — OFFICER  IN  CHARGE. 

These  titles  occur  several  times  in  House  Orders. 

That  no  confusion  mav  arise  in  the  future  concern- 

•/ 

ing  the  functions  of  this  office,  the  following  instruc- 
tions are  given. 

The  Superintendent,  the  Assistant  Superintendents, 
and  the  Matrons  are  properly  “ Officers  in  Charge;” 
their  duties  and  relations  to  one  another,  and  the 
matters  of  house  interest  subject  to  their  individual 
direction  are  sufficiently  known  or  defined  elsewhere. 

Occasionally  the  general  Centre  care  devolves  on 
some  other  member  of  the  House  Council  who  for  the 
time  is  “ Officer  in  Charge.”  This  happens  daily  by 
prescribed  arrangement  from  11.30  a.m.  until  1 p.m. 
and  from  5 P.M.  until  6 P.M. ; and  in  the  case  of  the 
Hill-Side  buildings,  at  certain  arranged  hours,  or,  in 
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the  absence  of  the  Matron,  the  assistant  matron  becomes 
“ Officer  in  Charge.” 

The  duties  of  “ Officer  in  Charge”  can  only  be  com- 
prehended by  persons  familiar  with  the  rules  and 
bulletins  of  this  institution,  which  are  earnestly  com- 
mended to  the  careful  attention  of  all  members  of  the 
House  Council. 

The  daily  assignment  of  “ Officer  in  Charge”  in  the 
main  building  is  intended  mainly  for  the  proper  re- 
ception and  entertainment  of  company,  the  charge  of 
the  Centre,  and  the  release  of  the  officers  above  named. 

September  30,  1868. 

Order  No.  24. 

BULLETIN  BOARD. 

The  bulletin  boards  are  established  for  the  conven- 
ient notification  to  the  family  of  House  Rules,  official 
requests,  advice,  warnings,  and  reproofs. 

It  is  to  be  used  by  officers  of  the  house  only,  and 

the  person  who  posts  the  bulletin  is  to  remove  it  when 

the  notice  is  full v served. 

*- 

All  tampering  with  or  destruction  of  notices  is  pro- 
hibited, and  persons  so  offending  will  either  be  dis- 
charged or  fined,  as  discretionary  with  the  Superin- 
tendent. 

August  30,  1870. 

Order  No.  25. 

REFUSE  FROM  REPAIRS. 

Workmen,  jobbers,  and  all  others  whose  repairs 
make  litter  in  the  building,  will  either  remove  such 
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litter  themselves  or  see  that  it  is  promptly  done.  Each 
day’s  refuse  must  be  disposed  of. 

Matrons  will  see  to  the  prompt  execution  of  this 
order,  and  give  what  assistance  is  needed. 

November  17,  1871. 

Order  No.  26. 

MONEY. 

Settlement  will  be  made  with  every  employe,  and 
all  monthly  accounts  will  be  paid,  on  the  first  week-day 
of  every  month. 

The  institution  will  not  be  held  responsible  for  any 
loss  of  money  occurring  by  having  it  in  bureaus, 
dresses,  etc. ; on  the  contrary,  it  is  directed  that  persons 
shall  not  hold  private  funds  in  a form  and  in  places 
that  tempt  children  and  evil  employes  to  theft.  It  is 
advised  that  all  such  money  shall  be  either  spent  or 
invested. 

The  “ Rainy  Day”  is  a convenient  and  safe  deposi- 
tory for  savings,  information  of  which  will  be  fur- 
nished by  the  cashier. 

No  person  or  child  under  the  guardianship  of  the 
institution  is  allowed  to  hold  money  or  to  deposit  it 
with  any  other  than  the  cashier,  with  whom  an  indi- 
vidual account  will  be  opened. 

March  11,  1872. 

Order  No.  27. 

CARRIAGES,  CARTS,  WAGONS,  HARNESS,  FARM  UTEN- 
SILS, WHEELBARROWS,  TOOLS,  ETC. 

Every  article  under  this  heading  is  to  be  kept  in 
good  order,  and  necessary  repairs  and  losses  reported 
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without  delay  to  the  officer  in  charge.  The  frequent 
examination  and  lubrication  of  axles  and  all  parts 
under  friction  is  directed.  Harness  must  not  be  ex- 
posed to  sun  and  weather  when  not  in  use;  it  must  be 
hung  carefully  in  sets  on  pins,  and  must  not  be  sepa- 
rated part  from  part  to  “ make  shift.”  Its  frequent 
washing,  oiling,  and  blacking,  as  recommended  by 
S.  P.  Rush,  is  enjoined  upon  those  who  have  it  in 
care. 

No  vehicle,  farming  utensil,  or  tool  must  be  left  un- 
sheltered when  not  in  use,  except  heavy  harrows,  which 
may  be  left  on  the  field  until  the  immediate  job  is  fin- 
ished. Ploughs,  cultivators,  and  field-rollers  must  be 
housed  nightly. 

Hand-tools,  such  as  picks,  shovels,  rakes,  etc.,  must 
be  returned  daily  to  the  places  assigned  for  them. 

The  dairymen,  truckers,  hostler,  engineer,  firemen, 
etc.,  will  be  furnished  tools  and  a record  kept  of  the 
same,  and  they  will  be  required  to  account  for  them 

when  inventories  are  statedly  made.  The  tools  for 

%/ 

general  work  on  grounds,  grading,  etc.,  will  be  kept 
in  a tool-house  under  lock,  and  a person  be  appointed 
in  charge  who  will  see  that  they  are  faithfully  returned 
at  the  close  of  each  day’s  work. 

It  is  a peremptory  rule  that  the  tools  last  named, 
whether  in  the  hands  of  gangs  of  boys,  day-laborers, 
or  other  help,  shall  be  cleaned  and  returned  to  the 
tool-houses  and  carefully  hung  up  in  their  appointed 
places. 

On  purchase,  all  articles  are  to  be  branded  before 
issue  and  use. 

December  11, 1873. 
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Order  No.  28. 

ON  DRUGS  AND  DISPENSARY. 

Serious  meddling  with  drugs  and  chemicals  in  the 
dispensary  makes  it  necessary  to  issue  an  imperative 
order  that  no  unauthorized  person  shall  enter  the  dis- 
pensary ; that  Jthe  taking  out  of  liniments,  tinctures, 
plasters,  etc.,  without  the  prescription  of  the  Superin- 
tendent or  his  Assistants,  is  theft;  that  the  dispensing 
of  medicines  and  all  other  dispensary  supplies  is  solely 
and  only  the  duty  of  the  physician  of  the  house. 

December  13,  1878. 

Order  No.  29. 

DEPARTMENTAL  TRANSFER  OF  CHILDREN. 

When  transferring  a child  from  the  principal  build- 
ings to  any  of  the  other  departments,  the  transfer 
should  be  made  through  the  Superintendents  and  Ma- 
trons. The  particulars  of  the  child’s  case  should  be 
stated  by  the  officer  of  the  building  from  which  the 
transfer  is  made  to  the  officer  in  charge  of  the  de- 
partment to  which  the  child  is  sent.  In  many  in- 
stances it  will  be  necessary  for  this  to  be  done  mainly 
through  the  physicians. 

The  Matron  of  the  building  from  which  the  transfer 
is  made  will  send  a careful  list  of  clothing,  with  a note 
of  all  articles  in  wash,  so  that  as  early  as  possible  the 
clothing  list  shall  be  perfected  and  made  to  agree  with 
the  original  entry  in  the  first  book  of  registration. 

May  27,  1890. 


PART  II. 

DUTIES  DEFINED,  AND  INSTRUCTIONS  GIVEN  TO 
CHIEFS  OF  DEPARTMENTS,  ATTENDANTS,  ETC. 

1869-1891. 


DUTIES  DEFINED  AND  INSTRUCTIONS 

GIVEN. 


HOUSE  COUNCIL. 

This  shall  consist  of  the  Superintendent,  Assistant 
Superintendents,  Matrons,  Teachers,  Purveyor,  and 
Housekeeper,  with  such  others  as  may  be  named  by 
the  Superintendent,  and  shall  be  subject  at  any  time  to 
his  call. 

The  basis  of  this  institution  being  Christian,  and  its 
labor  practically  religious,  no  person  can  be  a member 
of  the  House  Council  whose  character  for  morality  is 
not  good,  and  whose  conduct  and  conversation  are  not 
exemplary. 

It  shall  be  a fraternity  for  the  improvement  of  one 
another  and  for  the  better  advancement  of  the  work 
God  has  given  us  to  perform  : as  such,  disloyalty  to  one 
another,  groundless  suspicions  secretly  held,  backbiting, 
clique,  and  schism  must  be  avoided  ; the  effort  of  each 
being  to  promote  harmony  among  all. 

As  the  legitimate  head  of  the  institution,  the  Super- 
intendent is  to  be  the  first  to  whom  shall  be  com- 
municated any  serious  report  involving  the  good  name 
of  any  individual  belonging  to  the  House  Council.  A 
jealous  care  is  likewise  to  be  observed  by  each  one  in 
his  or  her  individual  deportment,  to  repress  evil  and 

4*  41 


42 


THE  MANUAL  OF  ELWYN. 


slanderous  gossip,  and  to  promote  a healthy  house 
respect  for  rules  and  authority. 

So  far  as  duties,  health,  and  individual  necessities 
will  permit,  the  regular  social  gatherings  of  the  house- 
hold are  not  to  be  neglected ; such  as  reading-circle, 
children’s  evenings  for  amusement,  and,  most  impor- 
tant, our  evening  assembly  in  Keystone  Hall  at  eight 
o’clock,  the  purpose  of  which  gathering  is  largely  for 
the  social  knitting  together  of  the  interests  and  hearts 
of  those  who  are  the  acknowledged  heads  and  examples 
of  this  institution. 

April  27,  1869. 

CHARACTER  AND  DUTIES  OF  THE  ASSISTANT 
SUPERINTENDENTS. 

You  are  selected  because  of  your  reputation  for  mo- 
rality, honor,  and  the  highest  gentlemanly  attributes ; 
you  are  well  educated,  and  have  passed  creditably 
through  your  medical  preparation,  holding  diplomas 
granted  by  one  or  other  of  the  accepted  registered  col- 
leges of  the  country. 

You  enter  this  work,  not  primarily  for  the  social 
station  or  the  moneyed  compensation  attached  to  it,  but 
hoping  to  find  a sphere  of  usefulness  in  which  you  may 
best  exercise  your  medical  philanthropy  and  deepen 
your  medical  experience. 

You  brins;  to  this  field  studious  habits  which  you 
mean  to  retain,  and  such  stability  of  character  as  will 
resist  the  temptations  to  idleness  and  intellectual  dis- 
sipation which  institution  life  presents. 

Your  duties  are  mixed.  The  largest  opportunities 
will  be  given  you  to  take  the  responsible  individual 
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care  of  the  sick  ; while  the  Superintendent  expects  and 
must  have  your  reasonable  professional  confidence,  and 
a knowledge  of  the  medical  practice  pursued,  the  As- 
sistant is  physician  per  se  in  the  department  assigned 
by  his  chief,  and  is  expected  to  conduct  his  cases  with 
courage  and  fidelity,  without  the  perplexity  and  waver- 
ing induced  by  less  free  conditions. 

You  will  make  yourself  familiar  with  the  medical 
history  of  each  child,  and  direct  the  best  hygienic 
and  moral  means  for  the  mental  and  physical  im- 
provement of  all.  Elaborate  medical  records  are  to 
be  kept:  written  examinations  made  of  each  admission, 
and  carefully  recorded  observations  of  physical  and 
mental  conditions  of  every  case  discharged.  The  con- 
tributions to  general  and  exact  knowledge  in  the  lines 
of  physiological  and  pathological  investigation,  which 
are  expected  from  this  and  kindred  institutions,  must 
come  largely  through  your  conscientious  use  of  the  op- 
portunities granted. 

The  Assistants  will  make,  by  periodical  appointment, 
systematic  inspections  of  various  parts  of  the  institution, 
or  of  certain  groups  of  cases,  recording  their  criticisms 
in  Inspection  Returns,  or  in  the  Medical  Record ; and 
in  all  your  many  visits,  either  of  duty  or  of  pleasure, 
through  the  grounds  and  buildings  you  will  keep 
your  senses  alert  for  the  detection  of  unsanitary  or 
badly-  regulated  conditions,  which  vou  must  abate  or 
report  specifically  to  the  Superintendent,  or  to  the 
Matron  in  charge  of  the  department  where  such  lapse 
is  observed. 

Next,  if  not  equal,  in  importance  to  your  medical 
duty  is  the  example  you  set  to  the  entire  family  by 
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your  sturdy  adhesion  to  the  rules  of  the  institution, 
and  by  your  singleness  of  purpose  in  seeing  that  all 
others  shall  obey  them.  This  may  require  much  self- 
sacrifice  of  indulgences  which  are  normal  elsewhere  than 
under  institution  discipline  and  restriction.  Prompt- 
ness in  rising  and  at  meal-bells,  abstinence  from  tobacco 
and  all  stimuli,  the  finding  of  occupation  and  proper 
amusement  on  the  premises  and  with  the  official  family, 
are  a few  of  the  many  hints  to  be  conveyed  under  this 
heading. 

As  chiefs  in  the  intellectual  life  of  the  family,  the 
Assistant  Physicians  will  be  expected  to  devise  and  lead 
in  the  evening  entertainments  of  the  winter,  drafting 
into  them  all  who  have  special  gifts, — vocal,  musical, 
dramatic,  etc. ; also  set  lectures  by  the  First  Assistant 
illustrated  by  the  stereopticon  for  the  family  and  chil- 
dren, and  a series  of  instructive  and  illustrative  lectures 
by  the  Second  Assistant,  addressed  to  classes  of  attend- 
ants and  nurses,  in  the  art  of  nursing  the  sick  and  the 
moral  and  physical  training  of  children,  are  especially 
requested  as  part  of  your  winter’s  work. 

In  all  ways  in  which  you  can  aid  the  Superintendent 
in  his  multifarious  executive  duties  you  are  to  be  cheer- 
fill  helpers,  and  especially  will  you  lend  your  counsel 
and  assistance  to  the  Matrons,  who  should  be  made  to 
feel  that  you  are  their  most  sympathetic  and  generous 
burden -sharers. 

For  further  exhortation,  there  is  commended  for  your 
perusal  and  following  Dr.  Isaac  Pay’s  “ The  Good 
Assistant  Physician,”  while  the  text  of  the  “ Manual 
of  Elwyn”  should  be  thoroughly  known,  respected,  and 
enforced  by  you. 
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DEFINING  THE  POSITION  OF  MATRONS. 

These  are  the  female  heads  of  the  institution  having 
charge,  under  the  general  direction  of  the  Superin- 
tendent, of  its  domestic  concerns  so  far  as  they  relate 
to  the  comfort  of  the  children,  the  duties  of  their 
attendants,  and  the  care  of  those  buildings  and  sections 
of  any  building  assigned  to  them. 

They  shall  be  present,  when  requested,  at  the  admis- 
sion of  children  to  the  institution,  learning  from  their 
friends,  the  Superintendent,  and  by  observation  the 
peculiarities  and  needs  of  each. 

They  shall  be  responsible  for  the  correct  keeping  of 
clothes  inventories ; the  clothes-closets  by  the  clothes- 
keepers,  and  for  the  proper  supply  of  clothing  for  the 
children. 

The  Matron  of  the  South  Central  building  will  con-  - 
trol  the  laundry  people,  calling  on  them  daily  or  as 
often  as  required;  also  of  the  girls’  sewing-classes  and 
of  the  main  sewing-room.  The  Matron  of  the  North 
Central  building  will  have  corresponding  charge  of  the 
boys’  tailor-  and  the  hammock- shops. 

The  Matrons  must  have  frequent  intercourse  with  the 
manual  teachers,  the  children,  and  their  attendants,  aid 
in  devising  judicious  occupation  and  amusement  for 
them,  and  attend  particularly  to  the  wants  of  the  sick  ; 
they  must  know  that  nurses  and  attendants  are  uni- 
formly kind,  discreet,  and  regular  in  their  deportment, 
and  that  they  observe  all  customs,  rules,  and  regula- 
tions of  the  institution. 

That  the  Superintendent  and  his  Assistants  may  be 
acquainted  with  the  character  and  wants  of  each  case 
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under  care,  they  shall  communicate  their  knowledge  of 
any  fact  or  circumstance  important  to  the  medical, 
school,  or  other  treatment  of  the  individual  child. 

The  Matrons,  together  with  the  Purveyor  and  the 
Second  Assistant  Superintendent,  shall  take  charge  of 
the  children’s  diningr-rooms. 

They  will  assign  the  work  of  attendants  when  they 
are  not  occupied  with  children ; certain  of  them  are 
seamstresses,  others  cleaners,  trainers,  etc. ; they  will 
also  have  charge  of  the  sewing-rooms,  appointing  the 
most  capable  of  the  regular  seamstresses  as  forewomen. 

To  be  true  Matrons  they  should  be  the  centre  and 
example  of  the  ladyhood  of  the  family,  the  constant 
friends  and  helpers  of  the  Superintendent,  and  the 
generous  and  sympathetic  foster-mothers  of  our  de- 
pendent children. 

The  late  lamented  Dr.  Isaac  Ray,  in  his  “ Ideal 
Characters  of  the  Officers  of  a Hospital  for  the  Insane,” 
so  happily  portrays  the  characteristics  of  the  “ Good 
Matron,”  that  I gladly  reproduce  his  essay  to  emphasize 
what  I would  endeavor  to  express. 

“ The  Good  Matron 

is  deeply  impressed  with  the  importance  of  her  calling, 
treating  it  as  no  holiday  work,  but  as  one  demanding 
all  her  attention  and  all  her  powers.  Upon  her,  she 
well  knows,  dependeth  in  a large  measure  the  comfort 
of  every  inmate  of  the  house,  and,  in  the  highest 
fidelity  to  her  trust,  she  endeavoreth  to  meet  its  re- 
quirements. With  so  many  to  control  and  direct,  she 
would  scarcely  look  for  success  without  some  orderly 
arrangement  of  her  duties.  She  not  only  hath  a place 
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for  everything  and  everything  in  its  place,  but  she  also 
insisteth  that  there  shall  be  a place  for  every  person 
within  her  control,  and  that  such  persons  shall  be  in 
their  respective  places.  She  hath  also  a time  for  every- 
thing, with  this  proviso,  that  at  all  times  she  is  ready 
for  those  exigencies  that  come  without  appointment. 
Order  is  her  law,  and  by  it  the  movements  of  the 
house  are  maintained  regularly  and  smoothly.  By 
forecast  and  calculation  she  ever  provideth  for  the 
future  as  well  as  the  present,  in  summer  providing  for 
the  winter,  and  in  winter  for  the  summer.  Cleanliness 
she  regardeth  as  next  to  Godliness.  No  corner  nor 
cranny  escapeth  her  search,  nor  are  the . dark  places 
hidden  from  view  allowed  to  become  receptacles  for 
rubbish  that,  at  last,  offends  more  senses  than  one. 
Against  all  animated  pests  she  wagetli  unremitting 
war,  though  at  much  cost  of  time  and  labor  and 
patience.  Undaunted  by  opposition  or  lukewarmness, 
she  insisteth  on  the  faithful  observance  of  every  rule 
for  maintaining  the  cleanliness  of  the  house,  and  visiteth 
every  infraction  thereof  with  her  hottest  displeasure. 
Punctuality  is  another  of  her  virtues,  and  she  not  only 
giveth  to  all  their  meat  in  due  season,  but  she  enhanceth 
the  worth  of  every  service  by  its  prompt  performance. 
In  her  dealings  with  servants,  and  in  her  intercourse 
with  all,  she  secureth  their  respect  by  respecting  her- 
self. Under  all  provocations  and  discouragements  she 
keepeth  the  even  tenor  of  her  way,  and,  bearing  in 
mind  her  own  shortcomings,  sheexpecteth  no  perfection 
in  others.  Drawn  sometimes  into  intercourse  with  the 
friends  of  patients,  she  leaveth  a favorable  impression 
of  disposition  and  manners  that  reflecteth  credit  on 


48 


THE  MANUAL  OF  ELWYN. 


the  house.  While  dispensing  information,  she  keepeth 
strictly  within  her  own  province,  putting  forth  no 
opinion  touching  the  patient’s  disorder,  and  refraining 
from  what  might  excite  uneasiness  or  provoke  dis- 
cussion. She  careth  especially  for  the  sick  and  infirm, 
and  thinketh  no  pains  too  great  in  providing  for  their 
comfort.  For  this  purpose  she  relieth  not  on  second- 
hand service,  but  seeth  with  her  own  eyes  and  heareth 
with  her  own  ears.  The  humors  and  caprices,  the 
fancies  and  petulances  of  the  disordered  minds,  she 
meeteth  quietly  and  gently,  and  with  a smooth  answer 
or  a discreet  silence  averteth  an  outbreak  of  wrath. 
She  never  wearies  of  devising  little  schemes  for  their 
gratification,  and  considereth  no  time  as  ill  spent,  no 
labor  lost,  which  helps  to  vary  and  cheer  the  monotony 
of  their  daily  life.  At  all  times  and  under  all  circum- 
stances she  maintaineth  the  proprieties  of  her  office, 
always  a lady  whether  in  parlor  or  kitchen,  whether  in 
gay  attire  or  in  coarse.” 

CASHIER  AND  BOOK-KEEPERS. 

Post  daily  from  Cash  Account,  which  shall  be  kept 
as  a full  journal  of  every  day’s  financial  details.  At 
the  end  of  each  and  every  month  submit  to  the  Super- 
intendent a trial-balance  of  the  month’s  work. 

Keep  a month’s  pay-roll  account,  including  each  in- 
dividual employed  in  the  institution. 

Accounts  shall  be  kept  in  the  ledger  with  each 
individual  having  dealings  with  the  institution,  credit- 
ing him  with  goods  furnished  as  per  reference  to  Bill 
or  Invoice  Book,  and  debiting  him  with  number  of 
check  and  page  of  Cash  Account  where  entered. 


THE  CASHIER  AND  BOOK-KEEPER. 


49 


Accounts  shall  be  kept  with  the  Treasurer  of  the 
institution,  debiting  him  with  all  remittances  of  money, 
and  crediting  him  with  the  individual  sums  received 
and  posted  from  Cash  Account ; also  with  the  Super- 
intendent, crediting  him  with  three  hundred  dollars  or 
other  sums  advanced  by  the  Board,  with  warrants 
received  from  Treasurer  on  account  of  household  ex- 
penses, and  charging  him  with  monthly  aggregate  of 
said  household  expenses.  This  should  be  accurately 
balanced  once  a month,  and  should  show  a credit  to  the 
Superintendent  of  three  hundred  dollars,  or  any  other 
advance  he  may  hold,  on  reception  of  warrants  from 
Treasurer  for  any  one  month’s  expenses. 

Also  a farm-stock  account  shall  be  kept,  showing 
cash  receipts  for  all  sales  on  the  credit  side,  and  money 
paid  for  stock  on  the  debit  side. 

Also  a rent  account,  showing  on  the  credit  side  sums 
derived  from  rental  of  institution  property,  and  on  the 
debit  side  the  disposal  of  such  receipts. 

Also  a donation  account,  crediting  all  sums  which 
properly  pass  to  the  Treasurer,  making  a periodical  re- 
turn of  the  same  and  debiting  the  account  with  the 
check. 

The  Incidental*  Account  embraces  all  personal  ac- 
counts of  the  children,  their  clothing,  etc.,  and  is  kept 
in  a cash-book  and  ledger. 

The  Amusement  Fund,  and  such  special  funds  as 
Christmas,  etc.,  are  included  in  the  Incidental  Account. 
These  should  be  kept  as  accurately  as  the  former,  and 
are  subject  to  the  same  authorized  examination. 

The  I nvoice  Books  of  the  institution  and  Incidental 
Accounts  must  be  kept  carefully,  giving  ample  page 
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room  to  each  dealer,  and  keeping  the  bills  of  each  as 
nearly  as  possible  together. 

The  Maintenance  Book  contains  an  individual  ac- 
count with  each  and  every  private  patient  of  the  in- 
stitution ; the  credit  sides  of  these  accounts  represent 
money  due  or  passed  to  the  Treasurer. 

A tabular  account  shall  be  kept  with  the  State  of 
Pennsylvania,  the  State  of  New  Jersey,  the  United 
States,  the  City  of  Philadelphia,  etc.,  reciting  the 
names,  counties,  dates  of  admission  and  dismissal,  and 
rate  per  patient : these  accounts  to  be  balanced  on 
proper  information  from  the  Treasurer  that  the  quar- 
terly or  semi-annual  payments  have  been  made. 

Settlement  with  employes  is  to  be  made  monthly, 
on  the  first  week-day  of  each  and  every  month. 

Applications  for  admission,  and  all  correspondence, 
blanks,  and  books  relating  thereto,  are  to  be  kept 
neatly  and  punctually,  as  prescribed. 

All  amounts  received  for  the  maintenance  of  children 
shall  also  be  posted  in  the  Monthly  Tabular  Main- 
tenance Account,  and  the  total  amount  of  each  month’s 
receipts  must  correspond  with  the  Treasurer’s  receipts 
for  the  same. 

A tabular  form  of  each  month’s  expenses  shall  be 
kept,  showing  the  items,  quantity,  and  cost  of  each, 
which  shall  be  footed  up  on  the  last  day  of  the  fiscal 
year,  and  agree  with  the  monthly  record. 

THE  PURVEYOR. 

His  duties  are  fivefold, — A,  Providing  ; J5,  Distribu- 
ting ; C,  Conserving ; 7),  Accounting ; if,  Supervising. 

A.  Providing. — The  Purveyor  is  the  recognized  and 
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responsible  agent  of  the  Superintendent  in  all  matters 
pertaining  to  the  purchase  and  receipt  of  all  supplies, 
excepting  such  as  are  otherwise  specially  delegated. 
In  this  capacity  all  such  details,  as  issuing  schedules 
for  bids,  regulating  daily  supplies,  estimating  quantity 
aud  examining  quality  of  same,  testing  products  as  to 
their  cheapness,  receiving  goods  and  comparing  invoices, 
is  his  province. 

Purchases  are  divided  into  four  classes  : (1)  Yearly, — 
viz.,  coal ; (2)  Quarterly, — viz.,  groceries,  house-fur- 
nishings, materials  for  general  repair,  laundry,  farm, 
and  garden  supplies;  (3)  Weekly, — viz.,  fresh  fruit, 
vegetables,  butter,  eggs,  and  incidental  needs ; (4) 
Daily, — viz.,  fresh  meat  and  milk. 

Prices  in  Classes  1 and  2,  and  in  fresh  meat  (Class 
4),  are  subject  to  bids  on  schedules  or  estimates,  issued 
on  the  20th  day  of  March,  of  June,  of  September,  and 
of  December,  the  March  issue  including  the  yearly 
purchase  of  coal  (Class  1).  Prices  in  Class  3 are  sub- 
ject to  lowest  ruling  market  price  at  time  of  buying. 
Prices  on  milk  (Class  4)  are  fixed  by  creamery  prices 
of  each  month. 

The  Purveyor  and  the  Matrons  will  meet  the  Super- 
intendent at  9 a.m.  on  December  20,  March  20,  June 
20,  and  September  20,  prepared  with  estimates  and 
schedules  for  house  supplies  to  cover  the  quarters  fol- 
lowing. At  these  meetings  he  will  be  expected  to  be 
well  informed  on  the  wants  of  the  institution,  and  pre- 
pared to  advise  with  the  Superintendent  on  all  questions 
of  economy  and  expenditure. 

He  will  also  attend  the  meetings  of  heads  of  depart- 
ments at  9 a.m.  on  November  20,  February  20,  May 
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20,  and  August  20,  wheu  the  schedules  of  the  Inci- 
dental Account  are  submitted.  He  must  strive  to  con- 
dense within  these  periods  all  the  details  of  the  quarter 
relating  to  supply,  and  within  the  fortnight  following 
transact  all  outside  business  relating  thereto,  so  that 
his  remaining  time  shall  be  given  uninterruptedly  to 
the  equally,  if  not  more,  important  duties  of  wise  dis- 
tribution and  careful  conserving  of  foods  and  material. 

B.  Distributing. — The  Purveyor  is  the  distributor 
of  all  supplies,  excepting  dry-goods  and  office  material, 
to  the  different  departments  of  the  institution, — viz., 
No.  1,  North  Centre;  No.  2,  South  Centre;  No.  3, 
Hill-Side  Home  “A;”  No.  4,  Hill-Side  Home  “B;” 
No.  5,  The  Manse ; No.  6,  Edgemont  Cottage ; No.  7, 
Housekeeping  Centre;  No.  8,  Laundry;  No.  9,  Ridley 
Cottage  ; No.  10,  Farm  and  Garden  Department  ; No. 
11,  General  Repair  Department. 

Distribution  to  Nos.  1 to  6,  inclusive,  is  of  three 
kinds, — (a)  quarterly,  (b)  weekly,  (c)  daily. 

( a ) Quarterly  supplies,  consisting  of  house-furnish- 
ings, and  when  possible  general  repair  materials,  are 
issued  about  the  10th  of  January,  April,  July,  and 
October. 

(5)  Weekly  supplies,  consisting  of  groceries  and 
house-cleaning  materials,  are  issued  to  Departments  1 
and  2 on  Saturday  of  each  week ; Departments  3,  4, 
and  5 on  Monday  of  each  week ; Department  6 on 
Wednesday  of  each  week. 

(c)  Daily  supplies,  consisting  of  fresh  fruits,  vege- 
tables, eggs,  butter,  meat,  and  bread. 

Distributions  to  No.  7 are  daily,  consisting  of  gro- 
ceries and  house-cleaning  supplies. 
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Distributions  to  Nos.  8 and  9,  consisting  of  groceries 
and  laundry  materials,  are  weekly,  and  Saturday  is  the 
day  of  issue. 

Distributions  to  Nos.  10  and  11  are  daily,  as 
needed. 

The  Commissary  is  open  for  supplying  daily  requisi- 
tions from  8.30  a.m.  to  9.30  a.m.,  and  from  1.30  p.m. 
to  2.30  p.m. 

C.  Conserving. — Waste  is  of  three  kinds, — (1)  ex- 
cessive use  of  raw  materials,  (2)  careless  use  of  materials, 
(3)  material  thrown  away  as  refuse  which  is  salable  or 
useful. 

By  supplying  only  the  proper  quantity  of  material, 
by  questioning  each  new  issue,  by  general  observation, 
and  by  collecting  and  selling  rags,  paper,  metals,  and 
bones,  the  Purveyor  becomes  an  important  aid  in  the 
economic  management  of  the  institution.  He  must 
remember  that  the  farm  and  garden  are  large  contribu- 
tors to  the  support  of  the  house,  and  should  by  obser- 
vation and  study  familiarize  himself  with  this  branch 
of  our  service,  rightly  to  avoid  unnecessary  market 
purchases,  and  carefully  to  guard  against  damage,  loss, 
and  misuse  of  our  own  crops. 

Fuel  is  a very  large  expenditure;  all  that  cau  be 
learned  as  to  the  economic  use  of  steam  in  the  processes 
of  cooking  and  heating,  all  that  can  be  saved  by  vigi- 
lant attention  to  draughts,  air-supply,  and  ash-heaps,  it 
is  his  daily  duty  to  consider  and  instruct  employes  upon. 

I).  Accounting. — The  Purveyor  keeps  the  following 
Supply  Accounts:  (1)  Hill-Side  Home  “A;”  (2)  Hill- 
Sidc  Home  “B;”  (3)  The  Manse;  (4)  Edgemont  Cot- 
tage; (5)  Farm  Report;  1 to  4,  inclusive,  being  ex- 
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peuse  accounts  of  each  department  named ; 5 being  the 
market  value  of  our  farm  products  as  produced  daily. 

All  bills  and  purchases  made  in  the  name  and  for 
the  use  of  the  institution  must  be  addressed  to  the 
Superintendent,  whose  vise  precedes  a reference  to  the 
Purveyor ; and,  prior  to  their  official  audit  by  the 
Household  Committee,  they  shall  be  laid  again  before 
the  Superintendent  accompanied  with  all  needed  infor- 
mation. 

The  Purveyor  is  also  responsible  for  the  correctness 
of  all  bills  against  the  institution,  and  aids  the  central 
office  in  preparing  the  “ Tabular  Statement,”  or  analyzed 
expense  statement,  of  the  whole  institution. 

E.  Supervising. — The  Purveyor  is  placed  in  charge 
of  the  following  duties:  (1)  In  the  absence  or  detail 
of  the  Assistant  Physicians,  he  is  officer-in-charge  of 
Children’s  Dining-Room  at  breakfast,  supper,  and 
dinner ; (2)  he  is  Manager  of  tram-way  and  its  appur- 
tenances; (3)  he  is  officer-in-charge  of  the  commissary, 
bakery,  and  provision-cellars,  and  shares  the  respon- 
sibility of  the  cold  storage  with  the  Housekeeper ; (4) 
he  is  supplemental  to  the  Superintendent  and  Assistant 
Superintendents  in  general  official  duties,  such  as  in- 
spections, bathings,  hall  dismissals,  extraordinary  gath- 
erings, parades,  etc. 

In  short,  the  Purvevor  should  be  a man  of  grood 
business  habits,  prudent  in  buying,  strictly  upright  and 
incorruptible,  punctual,  and  enthusiastic;  of  good  men- 
tal culture,  thoroughly  believing  that  his  position  is 
both  worthy  and  honorable,  and  deserving  the  exercise 
of  more  than  common  talents : lie  should  identify 
himself  with  the  general  interests  of  the  work,  actively 


THE  HOUSEKEEPER. 


55 


participating  and  aiding  in  such  exercises  as  weld  the 
family  into  cordial  social  relations. 

Dr.  Isaac  Ray,  in  “ The  Good  Steward”  (see  “ Ideal 
Characters  of  the  Officers  of  a Hospital”),  portrays 
what  we  hope  always  to  have  in  the  “ Good  Purveyor” 
of  Elwvn. 

TO  THE  HOUSEKEEPER. 

To  start  the  day  rightly  you  should  be  an  early 
riser,  by  which  is  meant  that  at  5.30  A.M.  in  summer 
and  6 A.M.  in  winter  you  should  be  in  the  kitchens 
and  basements,  directing  the  children’s  table  girl  in 
the  proper  arrangement  of  her  rooms,  the  attendants’ 
dining-room  girl,  and  the  officers’  dining-room  girl, 
and  overseeing  the  cooks  in  the  cleanly  and  economical 
preparations  for  the  breakfast.  This  (if  not  the  even- 
ing before)  is  the  hour  for  planning  for  the  day  and 
issuing  supplies  to  the  basement  help. 

You  are  expected  to  be  present  at  any  time  at  the 
children’s  break  fast- table,  interested  in  all,  especially  in 
the  sick,  and  often,  in  conjunction  with  the  Physicians 
and  Matrons,  suggest  and  direct  table  changes  of  diet. 

It  is  requested  that  you  see  that  the  attendants’  food 
is  well  cooked,  hot,  and  seasoned  ; that  their  table- 
cloths are  clean,  etc.,  and  the  same  care  should  extend 
to  the  officers’  table.  If  any  at  either  table  be  ailing;, 

. * o/ 

they  should  receive  thoughtful  and  motherly  care  from 
you.  It  is  proper  that  you  be  present  at  the  officers’ 
table  and  to  fail  as  seldom  as  possible;  this  is  impor- 
tant in  order  rightly  to  direct  the  dining-room  girls 
and  give  comfort  to  the  table. 

The  morning  until  10  A.M.  should  be  spent  jointly 
with  the  Purveyor  in  inspecting  cellars,  closets,  ice- 
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house,  proper  care  of  milk,  butter,  vegetables,  aud  all 
supplies.  You  should  fix  upon  some  definite  time  to 
be  in  the  store-room  to  issue  supplies  from  it  as  needed 
by  the  general  house. 

The  care  of  the  table-linen  will  fall  upon  you. 

At  11.30  a.m.  you  should  be  in  the  kitchen  and 
dining-rooms  inspecting  and  overseeing,  until  required 
at  your  own  table  at  12.30  o’clock. 

Subject  to  a proper  reference  to  the  Superintendent’s 
opinion  and  to  House  Rules,  the  discharge  of  cooks  and 
all  basement  hired  help  except  that  of  the  bakery  is  in 
your  hands,  as  you  are  responsible  for  their  zealous 
and  efficient  performance  of  duty.  There  should  be 
a proper  watchfulness  of  the  use  and  care  of  all 
“ leavings”  from  all  tables. 

Again  at  4 p.m.  the  basement  centre  requires  your 
certain  presence  and  management  until  such  time  as 
the  domestic  work  of  the  kitchens  and  dining-rooms  is 
prudently  dismissed.  Plans  for  the  breakfasts  should 
be  made  the  previous  evening;  at  the  same  time  direc- 
tions to  the  gardener  should  be  sent,  so  that  supplies 
may  be  furnished  early  in  the  day  following:. 

The  relations  between  the  Housekeeper  and  Matrons 
should  be  of  the  most  kindly  character,  that  the  great- 
est good  and  comfort  may  be  given  to  the  children  and 
the  whole  house.  The  Superintendent  expects  the 
Housekeeper  to  respect  the  Matrons’  advice  and  opin- 
ions and  second  their  efforts  as  his. 

The  relation  between  Purveyor  and  Housekeeper 
must  be  that  of  a co-ordinate  unit,  mutually  assisting 
each  other  and  so  harmonious  that  to  the  subordinate 
help  they  are  always  in  accord. 
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A newly- appointed  Housekeeper  should  go  to  the 
Superintendent,  Matrons,  or  Purveyor  for  knowledge, 
other  than  that  she  can  get  by  her  own  observation,  as 
to  her  duties  and  the  duties  of  those  under  her,  and  never 
ask  information  of  the  kitchen  help  or  of  the  children. 

The  Housekeeper  lias  charge  of  the  entire  basement 
story,  including  two  kitchens,  seven  dining-rooms,  and 
four  sleeping-rooms. 

The  boys  and  girls  placed  in  the  basement  to  help 
work  or  to  learn  to  do  so  should  receive  kindness,  care, 
direction,  and  watchfulness  from  the  Housekeeper  and 
from  those  in  whose  charge  she  places  them.  She  must 
be  responsible  for  their  proper,  faithful  behavior,  and 
consider  herself  as  the  principal  of  an  industrial 
school,  and  the  domestics  as  her  assistants. 

Some  of  the  bovs  belonging;;  to  the  basement  should 
keep  the  commissary  pavements,  and  all  areas  in  the 
rear,  in  good  order. 

It  is  desirable  that  she  shall  always  unite  with  the 
family  in  entertainments  for  the  children  and  be  present 
at  social  gatherings  of  officers. 

Supplemental. 

The  Housekeeper  or  her  substitute  shall  be  in  and 
th  rough  the  basement  story  from  one-half  hour  after 
the  rising  bell  till  10  A.M.,  or  so  long  as  is  necessary 
for  the  furtherance  of  all  work,  and  from  11.30  a.m. 
till  2 p.m.,  and  from  one-half  hour  before  first  tea  till 
such  time  as  the  table-leavings,  bill  of  fare  for  follow- 
ing day,  and  other  matters  in  that  department  are  dis- 
posed of. 

Three  Reasons  Why. — 1.  Help  oversleeps  itself  some- 
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times,  supplies  fail,  and  plans  miscarry.  The  officer 
on  duty  is  there  to  correct. 

2.  Every  meal  should  be  scanned  from  the  Commis- 
sary to  the  table. 

3.  A number  of  children  of  both  sexes  are  to  be 
trained  in  habits  of  industry,  cleanliness,  order,  and 
decency.  The  Housekeeper  is  chief  of  the  basement 
industrial  school,  and  must  often  train  domestics  even 
more  than  the  children. 

May  27,  1869. 


THE  SCHOOL-TEACHER — HER  QUALIFICATIONS  AND 

SOME  OF  HER  DUTIES. 


The  ideal  teacher  is  well  educated,  refined,  intenselv 
interested  in  her  pupils,  and  has  a professional  zeal  to 
grow  in  her  work  ; she  is  original,  striving  to  introduce 
new  and  bright  methods,  but  not  passing  hastily  from 
subject  to  subject  before  the  child  has  grasped  the  first. 
She  is  patient  but  energetic,  sweet-tempered  but  per- 
sistent, and  to  the  influences  of  her  education  and 
character  she  adds  the  charms  of  personal  neatness  and 
attractive  manners.  She  possesses  naturally  a well- 
grounded  religious  sense,  which  finds  its  best  expres- 
sion in  self-sacrifice,  conscientious  duty,  and  instinctive 
kindness. 


Some  of  the  duties  of  the  Teacher  of  Elwyn  may  be 

* V 

stated  as  follows : 

If  it  has  not  already  been  done  by  your  Superin- 
tendent, arrange  at  the  beginning  a school-schedule, 
harmonizing  it  with  your  associates,  so  that  there  be  no 
intrusion  on  each  other  in  passing  from  room  to  room 
for  material,  and  so  that  noisy  exercises,  such  as  free 
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gymnastics,  concert  recitations,  and  marchings,  shall  be 
held  in  adjoining  rooms  at  concurrent  hours. 

Be  in  your  school-rooms  at  least  fifteen  minutes  in 
advance  of  the  children,  so  that  you  may  make  timely 
preparation  of  the  material  used  in  the  work  of  the 
session. 

School-rooms  will  be  swept  daily,  and  before  school, 
by  a detail  furnished  independently  of  the  teachers. 
During  the  day  teachers  will  see  that  the  floors  are 
kept  free  from  litter,  bits,  blocks,  etc.,  having  them 
carefully  picked  up  before  the  adjournment  of  each 
session  ; let  each  room  be  furnished  with  its  own  dust- 
brush, dust-pan,  window-stick,  etc.,  that  intrusions  on 
neighboring  schools  may  be  avoided. 

Teach  the  children  to  move  on  tiptoe,  to  lift  door- 
latches  carefully,  and  in  all  other  movements  and 
actions  to  avoid  disturbances. 

Check  unnecessary  ringing  of  the  school-house  bell, 
report  and  complain  of  the  lateness  of  the  children, 
and  rebuke  any  lack  of  punctuality  and  assistance  on 
the  part  of  the  attendants. 

Diminish  the  number  of  those  children  visiting  the 
annexes  between  school-call  and  dismissal ; it  is  only  an 
exceptional  child  who  cannot  be  taught  retention. 

Remember  that  seven-eighths  of  the  unruly  children 
are  such  because  of  the  teacher’s  incompetency ; the 
remaining  eighth  is  placed  perhaps  unwisely  in  school. 

Make  your  order  exercises  energetic,  prompt,  and 
decisive, — “ Arms  fold  !”  “ Into  line  !”  “ Dress  line  !” 
“ Quiet !”  “ Order  !”  etc. 

These  brief  communications  to  the  brains  of  our 
children  should  be  made  so  frequently  and  so  squarely, 
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and  the  children  should  be  so  thoroughly  drilled  in 
them,  that  the  response  shall  be  automatic.  It  is  the 
fundamental  principle  of  correct  order  training,  and 
cannot  be  displaced  by  any  other  notion,  in  any  part  or 
branch  of  the  school,  without  injurious  effects  to  the 
whole. 

Report  to  the  Superintendent  irregularities  in  the 
other  departments  which  prevent  the  proper  execution 
of  your  duties. 

Finally,  read  and  study  at  least  one  good  book  a 
year  on  education. 

You  are  recommended  to  make  yourself  familiar 
with  the  Oswego  Object-Lesson  series,  Calkin’s  “ Ob- 
ject-Lessons,” Garvey’s  “ Intellectual  Culture,”  Her- 
bert Spencer’s  a Education,”  Rosmini’s  “Method  of 
Education,”  Wickersham’s  Series,  and  all  of  Froebel. 

The  educational  journals  are  placed  before  you,  and 
merit  your  studious  attention.  The  bound  volumes  of 
the  “Reports  of  the  Pennsylvania  Training-School” 
should  be  searched  by  you,  and  also  the  volumes  of 
the  “'Proceedings  of  the  Superintendents  of  American 
Institutions  for  the  Feeble-Minded.” 

SOME  INSTRUCTIONS  TO  MANUAL  TEACHERS. 

Every  line  addressed  to  the  School  Teacher  applies 
to  Manual  Teachers,  but  their  appointment  is  espe- 
cially to  aid  the  Superintendent  and  the  Matrons  in  the 
mothering  of  the  children  of  all  ages  and  conditions  in 
the  institution.  As  a good  mother  is  watchful  of  the 
bodies,  clothing,  words,  and  actions  of  her  children,  and 
jealously  watchful  of  all  who  come  in  contact  with 
them,  so  I wish  the  Manual  Teachers  to  fulfil  these 
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natural  duties  faithfully  to  our  very  defective  and  needy 
children,  making  up  to  them  as  far  as  possible  the  ab- 
sence of  motherhood ; that  is,  giving  a loving  and  vigi- 
lant care. 

To  do  tli is  wisely  they  must  have  a thorough  knowl- 
edge of  the  existing  House  Rules,  be  an  aid  to  the 
attendants,  especially  to  the  strangers,  in  the  compre- 
hension of  their  duties,  and  be  very  careful  and  prudent 
in  reflecting  the  true  spirit  of  the  rules  and  a proper 
respect  for  the  authority  which  controls  the  institution. 

Your  service  must  cover  especially  those  times  of  the 
day  when  the  children  are  thrown  into  the  play-rooms 
with  the  attendants  or  out  on  the  grounds  away  from 
the  house.  It  is  as  much  your  duty  to  establish  a 
healthy  and  moral  tone  of  behavior  among  the  large 
boys  as  it  is  to  comfort  and  train  the  little  ones,  to 
rebuke  attendants  if  found  careless,  not  so  much  in 
language  as  by  a dignified  earnestness  in  urging  them 
to  duty,  and  by  your  personal  exemplary  punctuality 
and  thoroughness  making  them  understand  from  first 
to  last  that  you  are  eyes,  ears,  and  voice  for  the  Super- 
intendent ; also  inspire  the  attendants  with  a love  for 
their  calling,  and  help  them  by  devising  games,  dances, 
songs,  exercise,  and  employment  for  the  children. 

Your  hours  will  be  arduous.  Beginning  at  5.30 
A.M.,  as  a rule,  or  earlier  for  special  observations,  you 
will  remain  on  duty  until  children  are  in  charge  of 
the  officers  of  the  breakfast-rooms. 

Taking  your  breakfast  while  children  are  at  theirs, 
you  will  be  among  them  promptly  when  they  are 
dismissed  from  the  breakfast- rooms,  and  thence  until 
9.30  a.m. 
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Rest  until  11. 50,  excepting  as  you  will  make  peri- 
odical records  of  children  in  “ School  Progress,”  and 
excepting  one  morning  hour  and  one  afternoon  hour 
for  special  training  in  hand-work. 

Again  assume  your  place  and  duty  among  the  chil- 
dren until  they  are  seated  in  the  dining-rooms;  then 
again  after  dinner  until  they  are  called  to  school  at  2 
p.m.  ; again  at  4 o’clock  till  5.30,  and  from  6 until  they 
are  safely  and  comfortably  in  their  beds. 

You  will  make  brief  bimonthly  records  of  each 
child’s  progress  in  duty,  conduct,  and  capacity  in  the 
“ School  Progress.” 

Saturday  and  Sunday  will  not  modify  the  character 
of  your  duties ; perhaps  they  may  be  even  more  onerous. 

THE  ENGINEER — SOME  OF  HIS  DUTIES. 

He  shall  make  daily  inspections  of  water-supply  in 
dome  and  reservoir  and  of  steam-supply  to  hot-water 
boilers,  etc. 

When  work  on  pipes  or  pumps,  or  when  deficiency 
of  water  requires  the  closing  of  any  supply-pipes  of 
hot  or  cold  water  in  either  North  or  South  wing,  or  in 
any  of  the  detached  buildings,  a report  is  to  be  made 
at  the  office  or  to  the  Matron  of  the  wing  or  depart- 
ment where  such  a necessity  exists,  so  that  a warning 
of  five  minutes  may  be  given  to  the  house  before  turn- 
ing off,  thus  informing  persons  whose  duty  it  is  to  guard 
against  waste  and  damage  from  overflows,  and  enabling 
them  to  provide  a quantity  of  water  for  immediate  use. 

Especial  attention  is  requested  on  bathing  days  that 
an  ample  sufficiency  of  hot  and  cold  water  shall  be  in 
the  tanks  for  children’s  bathing. 
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A watchful  care  is  to  be  kept  that  the  laundry  con- 
sumption of  coal,  water,  and  light  shall  not  be  wasteful. 
Waste  at  the  ash-heap,  waste  of  condensed  water,  leak- 
ing valves,  and  drips  upon  heated  iron  surfaces  are 
subjects  for  constant  attention  and  immediate  repair  or 
correction. 

Guard  against  the  unnecessary  running  of  the  engine, 
pumps,  and  steam-driers,  and  make  frequent  and  proper 
cleaning  of  boiler-flues  and  fire-legs. 

Frequent  examination  of  the  laundry  machinery,  cel- 
lar coils,  valves,  water-pumps,  and  wheels  is  required. 
At  least  a daily  visit  by  the  engineer,  or  a competent 
assistant,  should  be  made  to  the  supply-pumps  in  the 
valley. 

A supply  of  steam  for  kitchen  and  laundry  should 
be  given  as  early  as  5 a.m. 

From  October  1 until  May  10  (earlier  or  later  as  to 
season)  steam  is  to  be  turned  on  in  the  radiators  at  5 
a.m.  and  turned  off  at  8.30  p.m.,  unless  otherwise 
directed  by  the  officer  in  charge. 

For  the  health  and  comfort  of  our  family  it  is  im- 
portant that  an  equable  and  pleasant  temperature  should 
be  preserved;  in  this  you  must  be  guided  by  instruc- 
tions from  the  Superintendent,  his  Assistants,  and  the 
Matrons. 

When  for  stated  reasons  water  is  turned  off  from  the 
building  in  the  evenings,  it  is  to  be  turned  on  at  five 
o’clock  the  next  morning,  if  there  is  a supply  and  no 
cause  exists  for  depriving  the  family  of  water.  Notice 
must  be  given  to  the  night  watches  before  turning  on, 
and  special  care  taken  that  there  be  no  waste. 

Every  precaution  must  betaken  by  closing  the  cellar 
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doors,  cold-air  flues,  and  windows  at  night  to  prevent 
freezing  of  coils. 

Needed  repairs  should  be  promptly  attended  to,  but 
no  alterations  are  to  be  made  without  consultation  with, 
and  consent  of,  the  Superintendent. 

Any  work  likely  to  interrupt  the  cooking  and  ma- 
chinery or  the  supplies  of  heat,  light,  and  water  is  not 
to  be  undertaken  without  timely  knowledge  and  consent 
of  the  officer  in  charge. 

Fittings  and  materials  of  all  kinds  wanted  are  to  be 
reported  to  the  office  and  are  not  to  be  purchased  without 
the  Superintendent’s  approval. 

A free  and  immediate  communication  of  all  accidents 
or  interference  of  any  kind  affecting  the  comfort  of  the 
inmates  or  the  interests  and  security  of  the  institution 
is  expected  from  the  engineer’s  department. 

It  is  a peremptory  order  that  the  engineer,  or  in  his 
absence  his  assistant,  shall  at  all  times  ichile  boilers  are 
fired  be  within  one  minute  call  of  the  boiler-room  ; and 
WHILE  MACHINERY  IS  MOVING,  WITHIN  IMMEDIATE 
CALL.  Even  when  fires  are  banked  he  or  a capable 
fireman  must  be  within  a few  minutes’  call,  in  and 
about  the  buildings,  for  any  emergency  of  night  or  day, 
unless  excused  by  the  Superintendent. 

As  protection  to  property  and  life  depends  on  absolute 
obedience  to  this  order,  the  first  neglect  or  violation  will 
subject  the  offender  to  dismissal  from  the  service  of  the 
institution. 

FARMER  AND  GARDENER. 

You  arc  responsible  for  the  proper  care  and  tillage 
of  truck,  dairy,  meadow,  and  crop  lands  attached  to 
the  Pennsylvania  Training-School. 
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You  will  keep  in  a hook,  provided  for  the  purpose,  a 
diary  of  what  is  done,  the  times  of  sowing  and  plant- 
ing, the  daily  amount  of  vegetables,  eggs,  poultry,  etc., 
sent  to  the  institution  and  consumed  at  the  farm-house, 
the  feed,  etc.,  consumed  by  the  stock,  the  times  of  bull- 
ing and  calving,  and  the  quantities  of  milk  furnished. 
You  may  be  asked  for  the  amount  of  seed,  manure,  and, 
as  near  as  can  be,  the  value  of  labor  expended  upon 
each  crop,  and  such  other  items  of  record  as  shall  from 
time  to  time  seem  necessary.  No  sales  of  farm  and 
garden  products  nor  of  waste  of  any  kind  are  to  be 
made  without  the  knowledge  and  consent  of  the  Super- 
intendent. 

No  private  stock  of  any  kind,  such  as  cows,  horses, 
swine,  or  poultry,  are  to  be  kept  on  these  premises. 

You  and  all  others  employed  at  the  farm-houses  are 
expected  to  exercise  a kind,  thoughtful  care  for  the 
imbecile  boys  living  with  you  or  employed  on  the 
grounds,  and  see  that  they  shall  not  fall  into  or  be  con- 
firmed in  bad  habits  or  disregard  the  general  rules 
relating  to  liquor,  profanity,  vulgarity,  tobacco,  etc. 

ON  INSPECTIONS. 

To  the  Matrons  and  Assistant  Superintendents. 

There  shall  be  daily  and  special  inspections  of  the 
house  and  children  by  the  Superintendent  or  Assistant 
Superintendents  and  Matrons  to  secure  the  punctual 
and  proper  enforcement  of  General  Rules  and  House 
Orders. 

The  Matrons’  morning  inspections  between  the  hours 
of  7.30  and  10  should  be  thorough,  including  chil- 
dren’s cleanliness  and  health,  house  cleanliness  and 
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order,  sanitary  condition  of  beds  and  bedding,  clothes- 
closcts,  etc. 

Their  own  judgment  and  knowledge  of  the  house- 
hold will  be  the  best  guide  for  local  inspections  during 
the  remainder  of  the  day.  It  is  especially  requested  of 
the  Matrons  of  the  girls’  departments  that  their  watch- 
ful anxiety  shall  be  felt  and  shown  in  frequent  visits 
among  the  larger  girls,  and  that  their  guidance  in 
morals  and  behavior  shall  be  a constant  responsibility 
with  them. 

Punctuality  at  bells,  6.30,  7,  7.30,  and  8.30  A.M., 
and  12.25,  1.40,  5.30,  6.40,  8,  and  9.45  p.m.,  is  abso- 
lutely essential  to  the  good  government  of  our  house- 
hold, and,  in  so  far  as  not  provided  for  by  the  ap- 
pointed presence  of  other  official  help,  the  Matrons 
should  be  at  hand  for  service  of  any  extraordinary 
nature. 

An  evening  inspection  by  Matrons  of  the  dormi- 
tories in  charge  of  female  attendants  is  requested. 

The  officers  in  charge  of  breakfast-rooms  will  be 
prompt  at  6.30  A.M.,  noting  the  physical  condition  of 
the  children  as  they  enter  the  room  and  also  giving  an 
eye  to  their  clothing. 

The  First  Assistant  Superintendent  will  make  at  least 
one  daily  and  careful  inspection  of  each  floor  of  the 
Hill-Side  department,  and  call  the  attention  of  Ma- 
trons and  attendants  to  any  observed  neglect  in  care  of 
children,  warmth,  or  ventilation.  His  visits  should 
always  be  instructional  and  generally  accompanied 
by  the  Matrons.  Occasional  evening  inspections  of 
boys’  departments  after  retirement  of  children  is  also 
requested. 
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The  Second  Assistant  Superintendent  will  make  a 

formal  and  instructional  inspection  of  the  North  Home 

and  Martin  Croft,  including  annexes,  shops,  and  cellars, 

at  least  once  daily. 

•• 

He  will  also  make  an  inspection  of  the  three  floors 
of  North  Home  and  Martin  Croft  at  any  time  between 
8.15  p.m.  and  11.30  p.m. 

This  last  inspection  is  not  to  be  omitted  except  on 
account  of  personal  sickness,  or  absence,  when  it  must 
be  delegated.  The  time  should  not  be  fixed.  Close 
observation  of  boys,  bedding,  air,  habits,  etc.,  is  ex- 
pected, and  attendants  instructed  in  the  proper  per- 
formance of  their  duties,  and  rebuked  if  inattentive. 

On  bathing  days  the  Matrons  and  Assistant  Super- 
intendents will  visit  all  bath-rooms  to  see  that  the 
water  is  properly  used  and  of  suitable  temperature. 
At  these  times  the  sanitary  and  the  physical  condition 
of  the  children  should  be  specially  observed ; the  clean- 
liness and  length  of  nails,  the  presence  of  bruises 
showing  any  maltreatment,  or  of  skin-diseases,  etc., 
can  be  observed  then  as  at  no  other  time.  An  occa- 
sional body  inspection  in  the  evening  should  be  made 
by  the  same  officers  for  the  same  purpose  as  last 
named. 

The  secret  of  a well-conducted  institution  is  the 
constant  inspection  of  all  its  details  by  those  officially 
connected  with  it.  Even  looking  at  errors  will  often 
correct  them. 

Any  ward  or  part  of  the  house  temporarily  weak 
because  of  change  or  absence  of  manual  teachers  and 
attendants,  must  be  strengthened  by  official  inspection 
and  direct  supervision  of  the  officers  above  named. 
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INSTRUCTIONS  FOR  “ LADIES  ON  DUTY”  AND  THOSE 

INTERESTED  IN  THE  COMFORT  OF  THE  CENTRE. 

During  the  winter  weather  the  evening  comfort  of 
this  part  of  the  house  will  be  increased  by  the  early 
closing  of  the  inside  window-shutters  and  the  outer 
front  doors,  especially  on  windy  nights. 

Judicious  closure  of  the  office  doors  and  windows, 
also  of  the  parlor  doors,  will  aid  in  this  respect.  The 
publicity  of  our  living  and  the  generally  heated  corri- 
dors seem  to  make  us  forgetful  of  the  comforts  of  pri- 
vacy and  reasonably-closed  rooms. 

The  lady  last  retiring  may  be  called  upon  to  admin- 
ister the  usual  duties  connected  with  a well-ordered  home, 
— such  as  attention  to  the  plant- windows  and  birds,  to 
the  registers  and  doors,  to  the  lights  and  outer  doors. 
These  being  the  regulations  of  common  sense,  need  not 
be  rehearsed  in  this  place,  and  are  only  alluded  to  to 
say  that  all  who  enjoy  the  ladies’  parlor  and  reception- 
rooms  should  know  and  take  the  responsibilities 
attached  to  the  enjoyment. 

It  chiefly  devolves  on  the  Matrons  to  receive  certain 
ten  o’clock  reports,  but  as  any  lady  may  at  any  time  be 
expected  to  perform  the  duties  of  the  Centre,  it  is 
needful  that  the  following  detail  of  service  should  be 
known  to  all. 

Reports  are  received  from  different  departments  of 
all  absentees,  whose  names  are  to  be  marked  in  a book 
provided  for  the  purpose. 

Inquiries  are  to  be  pressed  as  to  the  condition  of  the 
house  and  children  at  retirement,  especially  on  inclem- 
ent nights  or  on  any  occasion  of  anxiety,  and,  if  neces- 
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sary,  a communication  sent  to  the  Superintendent  or  to 
his  Assistant. 

The  night  guards  and  nurses  are  to  report  at  the 
same  time  to  receive  any  message  or  caution  for  the 
night  which  may  be  suggested  by  the  reports  of  the 
evening  watches,  etc.,  and  to  the  former  shall  be  com- 
municated the  number  and  names  of  absentees  from 
the  building.  At  the  same  time  instructions  in  regard 
to  the  sick  and  general  care  of  the  house  are  to  be  given. 

Assurance  that  front  and  between  doors  are  locked 
with  large  key,  and  that  everything  is  right  for  the 
night,  is  the  last  centre  thought  expected  from  you. 

It  shall  be  the  duty  of  the  officer  in  charge  on 
SUNDAY  to  be  familiar  with  the  condition,  where- 
abouts, and  movements  of  the  children  of  the  play- 
rooms. Visit  them  sufficiently  often  to  be  of  real  as- 
sistance to  the  attendants  in  arranging  for  the  walking 
of  those  who  walk,  and  the  safe  detention  under  care 
of  those  who  remain  in  the  building. 

The  distribution  of  games,  papers,  and  pictures  to 
those  confined  to  their  rooms,  the  entertainment  of  vis- 
itors, the  punctuality  of  bells,  the  orderly  approaches 
to  the  hall  and  dining-rooms,  and  the  supervision  of  the 
tables  are  further  charges  which  must  command  more 
than  usual  close  attention  on  Sunday  because  of  the 
fewness  of  employes  on  duty. 

OFFICIAL  CARE  OF  CHILDREN’S  TABLES. 

To  the  Assistant  Superintendent,  the  Purveyor , and 

Matrons. 

It  is  so  important  that  the  care  of  children  at  table 
be  faithful  and  intelligent,  that  it  is  hereby  committed 
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at  the  central  refectory  strictly  and  imperatively  to  the 
Purveyor,  or  in  his  absence  to  the  Second  Assistant 
Superintendent,  associated  with  the  two  Matrons  of  the 
Central  department,  and  at  the  Hill-Side  department  to 
the  Matrons  or  their  assistants. 

This  assignment  may  be  rarely  delegated  to  teachers 
when  absence,  or  other  sufficient  cause,  prevents  either 
of  the  above  officers  from  being  in  attendance;  or  the 
Superintendent  or  the  First  Assistant  will  gladly  fill  a 
vacaucy  by  personal  service  at  such  times.  Under  no 
circumstances  shall  an  attendant  assume  charge. 

The  exercise  of  your  own  discretion  and  your  own 
familiarity  with  the  work  must  be  your  general  guide 
in  the  management  of  the  dining-rooms;  nevertheless, 
certain  suggestions  are  emphasized  as  worthy  of  con- 
stant attention. 

Consult  your  watches  and  be  ahead  of  time  in  taking 
your  platform,  rather  than  behind  time. 

Note  the  absence  or  tardiness  of  attendants,  and  as- 
certain the  reason  therefor;  also  of  children,  and  the 
reason  therefor. 

Note  the  quality  of  food  and  drink,  and  consult 
frequently  with  the  Superintendent  and  Housekeeper 
thereupon. 

Note  the  quantity  consumed,  and  regulate  it  in  indi- 
vidual cases. 

Invite  the  confidence  of  the  attendants  as  to  the  ca- 
prices of  appetite  and  the  needs  of  their  children,  and 
observe  them  for  yourselves. 

Note  the  appearance  of  the  children  and  attendants 
especially  at  breakfast, — whether  it  is  that  of  health, 
happiness,  and  thrift. 
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Note  appearance  of  nicety  or  the  reverse.  Invite  the 
confidence  of  and  visits  from  the  Housekeeper  during 
meal  hours  ; talk  freely  with  her  at  proper  times  on  the 
care  of  the  children,  and  assist  her  in  her  arduous  duties ; 
help  her  in  devising  improvements  for  the  betterment  of 
the  food  and  the  change,  increase,  or  diminution  of  the 
supplies  as  may  be  needed  from  time  to  time. 

Allow  no  one  to  leave  the  rooms  for  additional  sup- 
plies without  your  consent  and  before  assuring  yourself 
that  it  is  needed. 

All  requests  for  withdrawal  of  desserts,  or  parts  of 
meals,  for  discipline,  must  be  referred  by  teachers  or 
attendants  to  you,  either  by  note  or  verbally ; in  the 
latter  ease,  after  the  children  are  seated  and  during  the 
distribution  of  the  meal. 

December  25,  1873. 

TO  THE  TEACHEES — SCHOOL-EOOMS. 

The  teachers  will  be  held  responsible  for  the  proper 
care  of  school-rooms,  apparatus,  and  furniture.  Much 
damage  and  loss  occur  unless  frequent  admonition  is 
given  to  the  children  and  constant  examination  of 
pockets  is  made.  One  piece  lost  from  one  box  or  form- 
board  injures  the  whole  for  proper  use. 

Teachers  will  be  watchful  over  proj^er  ventilation 
and  warmth  of  school-rooms.  Rooms  should  not  be 
kept  with  registers  and  windows  open  at  the  same  time, 
and  when  the  latter  are  allowed  to  remain  open  during 
intervals  of  school,  teachers  should  have  a thought  of 
the  fact  and  know  that  they  are  closed  in  the  event  of 
storm. 

As  a general  rule,  during  evenings,  and  especially 
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on  Friday  evening,  the  rooms  should  be  left  with 
windows  and  registers  closed.  One  of  the  teachers 
should  be  chosen  by  the  week  for  all  general  care, — 
e.g .,  visiting  the  school-rooms  before  children’s  en- 
trance; regulating  warmth  and  ventilation;  arranging 
furniture  and  winding  and  setting  clocks,  etc. 

Each  teacher,  when  finally  dismissing  her  class, 
should  be  assured  of  its  passage  to  proper  care.  Espe- 
cially is  this  important  in  transfer  to  gymnasium 
classes. 

The  orderly  behavior  of  children  in  passing  to  and 
from  school  must  be  insisted  upon.  Also  in  the  half- 
hourly  changes  between  classes,  as  children  are  moving 
through  the  house. 

Teachers  should  have  forethought  to  make  prepara- 
tion for  the  prompt  and  orderly  beginning  of  schools, 
— “ on  time,”  opening  the  pass-doors,  arrangement  of 
benches,  ventilation  and  heating  of  rooms,  etc. ; and 
they  should  always  have  a preconceived  plan  for  the 
day’s  operations,  introducing  some  variety  as  well  as 
system  in  their  instruction. 

December  29,  1874. 

TO  THE  NIGHT-NURSES. 

You  hold  the  most  delicate  service  of  any  in  our 
employ,  and  can  easily  be  angels  of  mercy,  in  your 
tender  and  thoughtful  ministrations  to  the  sick  and 
sleeping,  or,  on  the  other  hand,  most  unwelcome  visitors 
in  your  regular  rounds;  if  you  are  careless  with  your 
light,  opening  and  shutting  doors  rudely,  rattling  keys, 
or  walking  over  the  floors  blunderingly,  or  with  noisy 
boots,  you  are  only  a painful  nuisance ; provide  your- 
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selves,  therefore,  with  soft  felt  or  rubber  boots,  with 
carefully-shaded  lamps,  and  aim  to  make  your  rounds 
so  noiselessly  that  the  lightest  sleeper  will  not  be  dis- 
turbed by  you. 

Your  careful  thought  must  be  given  to  the  ventila- 
tion  of  the  rooms  that  the  children  shall  not  be  unduly 
exposed ; to  the  careful  covering  of  those  whose  bed- 
clothes become  disarranged ; have  a very  special  and 
tender  regard  for  the  sick,  addressing  them  with  sooth- 
ing  words  and  petting  the  little  ones  when  restless  or 
in  pain.  In  extraordinary  sickness  the  illness  must  be 
reported  at  once  to  the  Matron  of  your  department, 
that,  if  necessary,  a warning  may  be  sent  to  the  Super- 
intendent, or  to  one  of  his  Assistants. 

Children  requiring  to  go  to  the  water-closets  must 
be  protected  carefully  with  blankets ; if  the  chamber- 
vessels  are  used,  the  latter  must  not  remain  in  the  dor- 
mitory, but  be  at  once  discharged  into  the  hoppers. 

Make  copious  records  in  your  night-watch  books, 
specially  noting  convulsions,  sleeplessness,  etc.,  and  be- 
fore retiring  from  your  duties  you  must  fully  overlap  the 
day  attendants  and  nurses,  and  report  to  the  Physician 
or  Matron  of  your  department  as  may  be  directed. 

September  27,  1890. 

TO  OFFICERS  IN  CHARGE  OF  CHILDREN’S  TABLE 

MANNERS. 

A large  number  of  children  (several  of  even  the 
better  boys  of  No.  5)  were  on  Monday  morning  last 
entirely  oblivious  of  the  cleanliness  of  the  floors,  care- 
lessly dropping  their  food  about  them, — e.g .,  Caldwell, 
Gross,  Cresswell,  etc.  Spilled  cups,  oatmeal  masses, 
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etc.,  were  allowed  to  go  un wiped,  and  were  tracked  by 
the  whole  crowd  of  children  in  their  passage. 

I cannot  mention  the  details  by  which  a different 
condition  has  at  once  been  established. 

This  morning  scarcely  any  attention  was  necessary 
to  brush  up  the  crumbs  before  the  dismisscd-bell. 

I may  add  that  Eliza  Watts,  who  was  once  so  filthy 
a girl,  is  now  as  tidy  as  the  best,  and  will  brush  up  the 
floor-crumbs  with  some  skill. 

The  attendants  have  responded  promptly.  The 
floors  are  losing  their  griminess,  which  made  them  dis- 
agreeable even  to  walk  upon.  The  labor  of  after- 
cleaning is  greatly  reduced,  and,  by  a steady  adherence 
to  brushing  and  cleaning  up  dirt  as  it  is  made,  the 
necessity  for  scrubbing  will  disappear. 

October  10,  1882. 

WATER  ON  FLOORS. 

To  the  Assistant  Superintendent , Matron,  and  ITouse- 

Please  establish  an  entirely  new  order  of  things  as 
to  use  of  water  upon  floors. 

The  experience  of  radical  betterment  of  dining-rooms 
since  the  adoption  of  an  absolute  method  with  sweeping- 
brush, should  suggest  the  use  of  the  same  system  upon 
the  floors  of  the  Centre,  wings,  and  play-rooms. 

In  a hasty  run  this  morning  I notice  the  dusty, 
grimy  condition  of  sewing-room  floor  and  of  North- 
Wing  floors  particularly.  Sleepy  boys  and  girls  can  do 
this  work  ; they  are  also  found  in  liberal  supply,  glad 
to  respond  to  a cheerful  “ Come  to  work  !” 

November  2,  1882. 
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CLEANLINESS  OF  FLOORS. 

To  the  Assistant  Superintendent,  Matron,  and  others. 

You  are  hereby  specifically  requested  to  be  absolute 
iu  your  instructions  and  directions  with  reference  to 
the  cleanliness  of  the  floors. 

If  the  dust-brush,  pan,  and  broom  are  used  con- 
stantly and  properly,  whenever  and  wherever  needed, 
and  if  slops,  soil,  and  other  accident  are  cleansed  thor- 
oughly and  at  once,  and  dried,  the  necessity  for  peri- 
odical scrubbing  will  disappear  almost  entirely. 

Give  closer  attention  personally  to  these  details  of  a 
clean  and  sanitary  house,  and  thus  better  support  the 
attendants  in  their  endeavor  to  make  it  so.  It  is  the 
duty  of  the  attendant  to  see  that  no  dirt  be  carried  into 
the  house,  that  no  dirt  be  made,  and  that  the  vigilance 
of  the  officer  be  not  in  vain. 

*• 

November  25,  1882. 

TO  MATRONS  AND  ASSISTANT. 

In  visiting:  the  different  houses  this  morning:  I find 
a singular  absence  of  intelligence  as  to  the  importance 
of  keeping  the  windows  of  the  north  and  west  sides 
closed  against  the  extremely  cold  and  penetrating  wind. 

Moreover,  transoms,  cross-doors,  door-ways  leading 
to  air-shafts,  and  stairways  seem  to  be  unthought  of. 
By  our  observation  of  the  rule,  “ Shut,  upon  windy  days, 
all  windward  sides,”  very  much  of  the  natural  heat  and 
kitchen  heat  of  the  different  buildings  could  be  retained 
and  the  air  very  much  tempered,  and  we  be  spared  the 
expense  of  firing  the  boilers  so  early  in  the  season. 

September  10,  1885. 
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ON  PURCHASES. 

To  Matron , Housekeeper , a a//  others. 

For  the  establishment  of  a method  in  our  purchases, 
it  is  directed  that,  hereafter,  the  second  and  fourth  Mon- 
days of  each  and  every  month  be  given  to  the  “ Con- 
sideration of  Casual  Purchases,”  and  that  the  neglected 
office  order-book  again  be  considered  the  official  channel 
through  which  to  name  wants. 

The  irregularities  and  waste  of  time  consequent  in  the 
multiplicity  of  small  bills  are  sufficient  reasons  for  the 
exactment  of  closer  attention  to  this  rule  of  Purchase. 

January  12,  1883. 

To  Assistant  Superintendents , Matrons , Housekeepers , 
Teachers , Painters , Carpenters,  et  at. 

The  purchases  of  this  institution  are  divisible  into 
three  classes, — viz.  : 

1.  Current  sundry  or  casual  purchases. 

2.  Periodical  purchases. 

3.  Purchases  on  “ Incidental  Account.” 

The  first,  or  sundry  casual  purchases,  should  be  re- 
duced to  a minimum,  and  consist  only  of  such  articles 
demanded  by  the  necessity  of  the  day  or  hour.  Ap- 
plication for  these  supplies,  excepting  such  as  belong  to 
the  class  “alimenta,”  should  be  reported  in  the  order- 
book  found  in  the  office,  or  all  orders  that  can  be  post- 
poned should  be  made  on  the  first  and  third  Mondays 
of  every  month,  at  9 A.M.,  to  the  Superintendent. 

The  second  class — periodical — is  provided  for  as 
follows : 

Quarterly  estimates  will  be  made  by  the  chiefs  of  the 
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various  departments,  and  presented  at  the  office  on 
September  20,  December  20,  March  20,  and  June  20, 
for  which  estimates  the  schedule  will  be  made  by  the 
first  of  the  months  following,  and  purchases  made  within 
ten  days. 

Quarterly  estimates  for  supplies  in  the  “ Incidental 
Account”  will  be  prepared  on  February  20,  May  20, 
August  20,  and  November  20.  These  estimates  in- 
clude all  demands  for  clothes,  ginghams,  muslins, 
special-made  clothes,  ready-made  under  and  outer  wear, 
hats,  shoes,  stockings,  etc. ; purchases  for  same  will  be 
made  by  the  10th  of  the  month  following. 

Each  person  with  whom  estimates  originate  should 
furnish  himself  or  herself  with  an  alphabetical  list  of 
the  various  items  of  purchase,  and  refresh  the  memory 
of  wants  by  consulting  this  list  when  making  estimates. 
Faithful  adherence  to  method  will  save  a great  deal  of 
time,  needless  talk,  and  intrusion  on  the  office. 

October  27,  1886. 

LABOR-GANGS — SPRING  AND  SUMMER  OF  1887. 

To  the  Foreman  of  Out-Door  Work. 

The  labor-gang  shall  consist  of  the  laborers  regularly 
employed  as  such,  with  the  aid  of  such  male  attendants 
and  boys  as  shall  be  detailed  to  it.  The  laboring  hours 
for  regular  work  shall  be  from  rising-bell  until  12  M., 
and  from  1 p.m.  to  6 p.m.  Attendants  who  have 
regular  evening  duties  will  go  off  duty  at  5 p.m., 
except  when  any  emergency  may  require  them  to 
remain. 

The  order  of  work  will  be  ten  hours  daily ; emer- 
gency may  require  a much  longer  day,  as  during  the 
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harvest  period,  or  in  any  rush  connected  with  embank- 
ments or  special  security  against  floods,  or  other  rea- 
sonable causes.  Certain  of  the  laborers  will  be  detailed 
as  assistants  at  the  stable.  Their  hours  are  longer. 

In  favorable  weather  the  work  will  consist  of  con- 
struction of  walls,  clearing  of  woods,  grading,  making 
of  roads,  etc. 

Feed  animals  before  taking  your  own  breakfast,  and 

all  hands  turn  in  to  curry  and  clean.  Horses  should 

be  ready  to  move  at  7 a.m. 

•/ 

The  work  during  inclement  weather  will  be  assort- 
ment of  vegetables,  the  cleaning  of  cellars,  the  “nap- 
ping” of  stones,  the  sawing  of  wood,  the  picking  of 
hair,  etc. 

A foreman  of  work  will  be  appointed,  whose  duty  is 
to  see  to  the  execution  of  these  orders,  to  direct  all 
matters  of  detail,  and  to  take  under  his  care  all  tools 
and  farm  implements. 

May,  1887. 

TO  THE  MATRONS  AND  CLERK  AND  PURCHASER  OF 
INCIDENTAL  DEPARTMENT. 

Children’s  accounts  will  be  posted  weekly  from  the 
store  day-book,  from  the  Matrons’  sewing-room  book, 
and  from  the  shoemaker’s  shoe  account.  The  clerk  will 
note  items.  Disagreement  between  items  charged  and 

o o 

garments  made  is  a means  of  recognition  of  error. 

O o 

All  transfers  of  clothing  to  children,  from  the  so-called 
“ poor-box,”  shall  be  charged  at  their  assessed  value  and 
reposted  in  the  Matron’s  weekly  account  for  posting. 

The  day-book  shall  be  a true  transcript  of  all  issues 
by  the  store-keeper  for  the  individual  child  or  for 
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general  institution  purposes ; the  latter  shall  be  clearly 
expressed  on  the  face  of  the  day-book.  For  example: 

1.  Hill-Side  “A” — 200  yds.  muslin  If  wide,  at 
10  cts.  For  50  sheets. 

2.  Hill-Side  “ A.” — 60  yds.  muslin  J yds.  wide,  at 
8 cts.  For  35  pillow-cases. 

3.  Hill-Side  “ B” — 20  yds.  striped  denim,  at  14  cts. 
For  10  kitchen  aprons. 

These  articles  shall  be  posted,  with  date,  price,  etc., 
in  a ledger  account  to  be  kept  with  the  various  depart- 
ments. Let  it  be  understood  that  this  shall  extend  to 
all  blanketings,  towellings,  and  other  articles  of  dry- 
goods  and  furnishing  not  included  in  accounts  kept  by 
the  Purveyor.  The  bulletin  on  Purchase  defines  the 
times  at  which  estimates  shall  be  presented  to  the  office  ; 
let  these  estimates  be  understood  not  as  requisitions. 
Requisitions  are  a daily,  or  it  may  be  a weekly,  con- 
cern, and  have  nothing  in  common  with  estimates. 

It  will  be  irregular  for  any  Matron  to  overdraw  on 
her  estimate  ; also  for  her  to  exaggerate  an  estimate  and 
thus  accumulate  dead  stock  to  remain  on  our  hands. 

Goods  for  children’s  wear  shall  not  be  taken  away 
from  the  store-room  in  bulk,  but  only  on  requisition  for 
each  child  shall  material  be  taken.  This  requisition 
must  come  from  a Matron,  and  the  goods  taken  upon 
this  order  shall  be  entered  and  charged  immediatelv  at 
the  time  of  delivering.  Trimmings,  etc.,  needed  for 
the  accomplishment  of  the  suit  or  dress  shall  be  charged 
at  the  time. 

The  store-keeper  and  clerk  will  make  herself  thor- 
oughly informed  upon  the  matter  of  estimates,  and 
will  issue  sparingly  to  those  who  are  overdrawing. 
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She  will  also  guard  against  dead  stock,  because  of  ex- 
aggerated estimates,  and  will  endeavor  to  equalize 
matters  so  that  no  department  shall  suffer.  Punctuality 
in  opening  the  store  at  prescribed  times  is  peremptory. 

March  18,  1887. 

TO  THE  MATRONS — REPORT  ON  EPILEPTICS. 

It  is  the  duty  of  the  Matrons  to  give  information  to 
the  daily  recorder  of  epileptic  seizures,  of  the  day  on 
which  any  child  of  the  institution  is  removed,  either 
permanently  or  for  visits,  and  in  the  latter  case  the 
day  on  which  the  child  returns. 

The  Assistant  Physicians  will  combine  with  the  Ma- 
trons to  see  that  this  rule  is  regarded. 

May  18,  1887. 

TO  THE  TEACHERS — u ON  SCHOOL  PROGRESS.” 

If  not  too  exacting,  please  make  weekly  records,  for 
one  month,  of  every  new  child  which  comes  under 
your  care,  and  thereafter  monthly  records  of  each 
member  of  your  class. 

When  removed,  either  temporarily  or  permanently, 
or  transferred  to  other  classes,  make  a note  to  that 
effect. 

June  1,  1887. 

FOUR  O’CLOCK  ATTENDANTS. 

Make  yourselves  as  busy  as  possible  during  the  weed 
season ; pluck  the  daisies  from  pasture-lands  and 
meadows. 

Do  not  go  into  the  hay-fields. 

Extinguish  the  daisies,  dock,  and  plantain,  beginning 
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with  the  daisies  at  once.  Remain  ont  with  the  chil- 
dren, when  near  the  house,  until  ten  minutes  after  five. 
Ten  minutes  at  the  lavatory  is  ample  for  preparation 
for  supper,  if  you  arc  methodical  and  smart. 

Do  not  be  idle  during  the  hour  from  four  to  five 
o’clock.  Do  not  allow  idleness. 

June  9,  1887. 

TO  MATRONS  AND  HOUSEKEEPERS — ON  CLEARANCE 

OF  RUBBISH. 

From  this  time  forth  do  not  allow  me  to  find  any 
rubbish  or  litter,  from  house-repairing  in  any  occupied 
part  of  our  building,  lying  uncared  for  over  any  single 
night. 

Examples. 

First. — I should  not  find  it  necessary,  as  on  last 
Sunday,  to  send  for  Perrine  Corson  to  clear  up  the 
debris  of  plasterers  in  attendants’  dining-room,  and  in 
basement  centre. 

Second. — I should  not  be  obliged  to  go  after  officers 
to  clear  up  the  old  store-room  to  make  it  a fit  place  for 
little  boys  to  sit. 

Third. — There  should  not  be  left  overnight  portions 
of  lath  and  refuse  woods  in  the  cloth es-closets  of  the 
North  Wing. 

Fourth. — During  the  plumbers’  work  at  the  Hill- 
Side  buildings  I ought  not  to  see  their  tools  and  lengths 
of  expensive  piping  lying  exposed  for  days  to  the 
tramp  and  interference  of  children. 

Thorough  housekeeping  includes  immediate  removal 
and  clearance  of  dirt;  all  men  and  boys  are  subject  to 
your  direction  in  this  matter. 

November  28,  1887, 
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TO  THE  ASSISTANT  SUPERINTENDENT,  MATRONS,  AND 
HOUSEKEEPER — ON  PUNCTUALITY,  DIRECTIONS,  ETC. 

Please  cultivate  punctuality  at  tables,  and  quiet  de- 
portment in  centres  and  hall-ways ; and  especially 
punctuality  in  the  communication  of  orders  and  in- 
structions. Orders  should  be  delivered  in  a dispas- 
sionate, clear,  but  low  tone  of  voice,  and  not  in  the 
presence  of  others  not  interested. 

In  giving  directions,  especially  to  the  ignorant,  make 
them  affirmative  rather  than  negative;  under  no  cir- 
cumstances mix  the  two  forms  of  direction,  as  this 
habit  tends  to  confuse. 

Impress  all  subordinates  that  they  are  to  work  with 
the  children. 

June  30,  1888. 

TO  THE  MATRONS — ON  CAMISOLE. 

It  distressed  me  yesterday  to  see  the  growing  ten- 
dency to  the  use  of  the  camisole ; for  instance,  I no- 
ticed Freddie  Huyler  in  a camisole,  notwithstanding 
two  attendants  were  on  duty,  and  a large  number  of 
aids  were  standing  around  in  the  grove  in  an  idle 
manner. 

It  is  directed  that  the  camisoles  be  kept  in  the 
Matrons’  rooms,  and  only  placed  on  the  children  at 
prescribed  times  by  permission  of  the  Matron,  or  by 
direction  of  the  Superintendent  or  his  Assistant,  who 
will  order  it  as  any  other  medical  prescription. 

June  30,  1888. 
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OFFICERS  AND  TEACHERS — ON  CULTIVATION  OF 

GRATITUDE. 

Please  bring  your  moral  support  to  bear  upon  our 
girls  aucl  boys  in  the  recognition  of  the  fact  not  only 
of  their  dependence  upon  the  Divine  Father  for  every 
good  and  perfect  gift,  but  also  of  their  duty  towards 
the  institution  and  its  management,  from  whom  they 
receive  the  home  which  blesses  them. 

Do  not  allow  complaining  words  in  their  letters  with- 
out a criticism  or  an  inquiry  into  the  merit  of  such 
complaint. 

Do  not  permit  our  children  to  make  offensive  or 
disparaging  remarks  concerning  this  institution  or  its 
people.  Promptly  rebuke  them  yourselves,  or,  if  that 
is  insufficient,  refer  them  to  the  Superintendent. 

May  15,  1888. 

TO  MATRONS,  TEACHERS,  SUPERVISORS,  AND  ALL 

CONCERNED. 

Hereafter  all  material  needed  for  the  Manual  Train- 
ing Department  (including  evening  classes),  such  as 
muslin,  cord,  twine,  worsted,  sleigh-bells,  hammock- 
needles,  rings,  embroidery,  etc.,  will  be  purchased  and 
issued  by  the  clerk  and  purchaser  for  the  Incidental 
Department. 

The  articles  made  from  the  above  materials  must  be 
returned  to  her,  and  she  will  sell  them  either  to  the 
institution,  the  children,  or  to  outsiders  generally,  for 
the  benefit  of  the  Children’s  Amusement  or  other 
F und. 

August  10,  1888. 
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TO  THE  MATRONS. 

You  are  requested  to  send  all  newly-admitted  chil- 
dren to  the  dispensary  on  the  first  morning,  or  evening, 
after  their  admission,  that  their  weights  may  be  found 
and  recorded. 

November  24,  1888. 

TO  THE  MATRONS  AND  OTHERS  WHO  ARE  LIKELY 
TO  ACT  AS  “ OFFICER  ON  DUTY.” 

In  escorting  visitors  through  the  buildings  you  must 
remember  the  importance  of  discretion  as  to  the  parts 
of  the  building  into  which  you  enter,  the  language  you 
use,  etc.  There  are  interesting  places  where  it  is  safe 
at  all  times  to  go,  and  there  are  places  where  it  is  simply 
gratifying  morbid  curiosity  to  carry  visitors ; there  is  a 
temptation  with  us  all  to  be  descriptive ; we  should 
studiously  avoid  any  sensational  remarks  concerning  an 
individual  child  or  its  unfortunate  family,  and  never, 
under  any  circumstances,  should  the  name  or  social  re- 
lations of  any  child  be  related.  The  introduction  of  a 
visiting  physician  to  the  unfortunate  brother  of  a neigh- 
boring physician,  by  one  of  our  officers,  was  a viola- 
tion of  rule  and  a flagrant  indiscretion. 

To  particularize  about  the  morbid  frenzies  or  other 
peculiarities  of  the  children  is  thoughtless  and  unkind ; 
to  use  vigorous  language  about  the  necessity  for  punish- 
ment, etc.,  is  in  the  same  category  of  offences  and 
should  be  avoided  ; intense  language  of  any  kind  marks 
the  person  as  unfit  for  an  official  position  in  an  institu- 
tion, unless  the  intensity  is  in  defence  of  our  children 
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against  the  vulgar  and  false  notions  which  prevail  in 
the  community. 

November  28,  1888. 


Our  manner  with  company  should  be  quiet,  decorous, 
kindly,  and  absolutely  reserved  in  regard  to  any  un- 
pleasant matters.  It  is  certainly  not  in  good  order,  as 
occurred  only  yesterday,  for  one  officer  to  animadvert 
upon  the  asserted  delinquencies  of  another;  it  is  not 
in  good  order  to  know  anything  about  the  support  of 
the  children,  whether  State,  private,  or  beneficiary; 
it  is  not  in  good  order  to  gossip  with  company  about 
salaries,  duties,  etc. 

September  22,  1890. 

TO  THE  MATRONS  AT  THE  HILL-SIDE  DEPARTMENT. 

Please  establish  in  each  of  your  buildings  two  formal 
daily  inspections  in  each  ward,  and  let  these  inspections 
be  absolute,  and,  if  you  please,  at  stated  times;  chil- 
dren taught  to  stand  if  able  to  do  so  in  right  lines;  if 
able  only  to  sit,  their  chairs  should  be  placed  in  the 
line.  Let  the  inspection  extend  not  only  to  clothes,  but 
to  personal  cleanliness,  condition  of  hair,  nails,  teeth, 
etc.,  and  all  the  petty  details  of  motherly  thought. 
Advise  the  Superintendent  of  the  hours  that  you  fix 
for  this  purpose,  that  he  may  occasionally  join  you  in 
this  interesting  service.  You  may  get  hints  by  join- 
ing the  Superintendent  in  one  of  his  Sunday-morning 
inspections  in  Keystone  Hall. 

October  28,  1890. 
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TO  THE  ASSISTANT  SUPERINTENDENTS,  MATRONS 
AND  OFFICE  CLERKS,  ANY  ONE  OF  WHOM  MAY 
MEET  PARENTS  OR  GUARDIANS  SEEKING  ADMIS- 
SION FOR  THEIR  CHILDREN. 

It  is  proper  to  gather  from  such  applicants  a brief 
statement  in  writing  of  the  physical  and  mental  con- 
dition of  the  child,  and,  so  far  as  you  can  without 
unpleasant  intrusion,  discover  whether  it  be  for  admis- 
sion on  any  of  the  beneficiary  funds,  or  on  the  private 
lists.  (See  Circular  of  Information,  pages  21-25.)  Do 
not  fail  to  secure  the  residence  of  the  child,  or  the  post- 
office  address  of  the  applicant.  In  ninety-nine  out  of 
one  hundred  applicants  it  is  unnecessary  to  act  immedi- 
ately, and  the  information  collected  can  be  referred 
to  the  Superintendent  for  response  by  mail.  In  the 
one  hundredth  instance,  as  in  the  case  of  Mr.  N.,  of 

B g,  whose  heart  was  on  his  sleeve  and  purse  in 

hand,  but  whose  child  was  not  admitted  by  Dr.  B., 
responsibility  should  be  assumed,  and  you  should  admit 
the  case,  running  any  moderate  risk  of  censure.  Do 
not  forget  to  present  the  descriptive  and  etiological 
blanks  to  be  filled  in  behalf  of  the  case,  also  a copy  of 
the  “ Circular  of  Information”  and  the  last  “ Annual 
Report.”  Clear  notes  should  be  taken  of  all  important 
visits  made  to  the  institution  by  the  person  receiving, 
ignorance  of  which  visit  might  result  in  placing  the 
Superintendent  and  general  management  in  disadvan- 
tageous circumstances  before  the  community. 

June  25,  1891. 
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ORDER  OF  WORK  IN  CHILDREN’S  DINING-ROOM. 

To  aid  the  manual  teacher  in  the  arduous  service  of 
dining-room  clearance,  the  following  suggestions  are 
given.  Make  your  orders  briefly,  deliberately,  and 
without  change,  as  follows  : 

1.  “ Boys  into  line  !” 

2.  “ Coat-takers  forward  !”  (Attendants  gather 
coats.) 

3.  “ Coats  off ! Boys  roll  up  sleeves  !” 

4.  “ Attendants  get  aprons  and  pass  them  around, 
one  to  each  boy  !” 

5.  Silver  and  knife  boys  forward  !” 

Allow  sufficient  time  to  gather  silver  before  cleaning 
off  plates.  The  most  vigilant  boy  takes  care  of  the 
floor,  gathering  up  anything  that  may  track,  wiping  up 
chance  slops,  etc.  Call  him  “mop-boy.”  Remaining 
boys  in  line  until  dismissed,  then  “waste-boys”  clean 
plates,  while  other  detail  gather  up  cups  and  tumblers, 
leaving  the  saucers.  Now,  boys  who  remained  in  line, 
“ Right-face  and  forward  !”  remove  remaining  dishes 
to  sinks  and  tables.  “ B rushers”  refold  napkins,  pre- 
paratory to  sweeping  floors. 

6.  Attendants  must  see  that  plates,  etc.,  are  placed  in 
front  of  each  seat ; seats  to  be  evenly  distributed  at  tables. 

7.  Table-brushes  and  panswill  be  found  in  scullery- 
closets,  to  which  places  they  must  be  returned. 

8.  “ Dish-washers”  must  leave  sinks  in  order  : dish- 
cloths and  soap-bags  in  place,  dish-pans  upside-down 
on  dripping-boards,  and  all  water  slopped  upon  floors 
wiped  up  and  dried.  Dining-room  girl  remember  to 
place  towels  in  drawers  before  needed. 
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9.  Order  of  dismissal : At  ringing  of  first  bell, 
“ Coats  on  ! Boys  into  line  ! Arms  folded  ! Silence  !” 
Now  give  order  to  move  to  clnb-rooms.  “ Left- face, 
forward  march  !”  Attendants  at  the  head  of  their  re- 
spective lines. 

The  Manual  Teacher  has  general  charge. 

Position  of  Attendants. 

1.  Liberty  attendant  watchful  and  helpful  in  corri- 
dor and  scullery. 

2.  Washington  attendant  watchful  and  helpful  in 
No.  5 dining-room. 

3.  Dining-room  girl  watchful  and  helpful  in  Nos.  1, 
2,  and  3 dining-rooms. 

The  silver  is  gathered  tenderly  into  baskets,  the 
knives  into  boxes.  After  washing  the  silver,  have  it 
carefully  dried  and  placed  in  red-lined  boxes;  knives 
in  plain  wooden  boxes.  Glasses  must  be  removed  and 
carried  carefully  on  trays,  not  one  inside  the  other, 
but  in  rows.  Thus  are  glasses  to  be  handled  while  in 
transit  from  tables  to  sinks;  and  the  same  rule  applies 
to  the  position  of  glasses  in  closets.  Pitchers  must  be 
carried  singly,  not  in  pairs.  Silver  and  saucers  are 
kept  in  scullery-closet;  cups  and  vegetable-bowls  in 
No.  1 closet ; knives,  glasses,  and  platters  in  No.  5 
closet. 

Every  alternate  table  in  Nos.  1,  2,  and  3 dining- 
rooms should  have  dust-pan  and  brush.  Dust-pans 
and  table-brushes  hang  in  No.  5. 

Attendants  should  assist  in  placing  table-cloths 
squarely  upon  tables,  seeing  that  napkins  are  neatly 
folded  and  in  place. 
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The  work  of  Faith  and  Good-Will  dining-rooms 
shall  be  done  by  the  clubs  on  duty  Sunday  noon  and 
evening;.  Bovs  who  reset  dishes  must  not  .stand  and 
wait  for  dishes  to  be  wiped  : take  towel  and  help. 
Boys,  while  at  work,  must  not  leave  dining-rooms,  un- 
less necessity  requires,  and  then  only  by  permission  of 
the  officer  in  charge.  Keep  doors  to  No.  5 dining- 
room locked  while  at  work. 

The  manual  teachers  will  record  on  black-board  the 
dishes  broken  by  the  children,  and,  if  breakage  is  a re- 
sult of  carelessness,  report  same  to  Purveyor,  who  will 
see  that  an  equivalent  of  dessert  is  denied  the  boy 
until  the  value  of  broken  piece  is  redeemed. 

June  23,  1888. 

DINING-ROOM  INSTRUCTIONS. 

Proper  habits  at  table  is  a matter  for  absolute  train- 
ing. Everything  in  the  dining-room  should  move 
with  precision;  quiet;  order.  No  detail  is  trifling; 
hence  the  following  specific  instructions  are  issued  : 

The  table  must  be  thoroughly  furnished  with  food 
and  appliances  at  the  ringing  of  the  bell.  Children 
descend  to  the  dining-room  in  good  lines,  as  quietly 
as  possible,  and,  so  far  as  can  be,  in  the  order  of  their 
sitting  at  tables.  Each  table  should  be  supplied  with 
at  least  one  attendant  or  aid.  Attendants  and  aids 
must  join  with  the  children  in  the  saying  of  grace, 
with  reverence  of  manner  and  distinct  voice.  Proper 
time  must  be  allowed,  between  the  grace  and  the  issue 
of  food,  to  prepare  and  adjust  the  napkins.  Crease  of 
the  folded  napkin  must  be  placed  outermost. 

The  issue  of  soups,  water,  and  other  fluid  nourish- 
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ment  should  be  done  with  extreme  care,  plates  filled 
not  over  two-thirds;  any  spill  or  slop  should  be  im- 
mediately attended  to  with  towel,  sponge,  or  other 
contrivance.  At  all  times  of  the  meals  any  accidental 
slop  made  by  children  must  at  once  be  wiped  up.  At- 
tendant and  aid  should  be  constantly  employed  in  as- 
sisting the  helpless  and  in  training  all. 

As  the  children  finish  their  allowance,  the  plates  are 
to  be  removed  by  the  attendants  and  aids,  so  as  to  dis- 
courage the  habit,  on  the  part  of  the  children,  of  swab- 
bing plates  with  their  hands.  Care  should  be  taken  to 
preserve  the  napkins  as'clean  as  possible.  To  this  end, 
teach  the  more  cleanly  children  to  fold  napkins,  after 
mouths  are  wiped  and  any  chance  dripping  is  removed. 

Abundance  of  time  must  be  allowed  for  the  con- 
sumption of  food  and  every  attention  paid  to  the  nice- 
ties of  the  table. 

Dismissal  must  only  take  place  after  everything  is  in 
good  order,  even  to  the  gathering  of  crumbs  upon 
floors  and  tables  by  attendants  and  aids. 

February  5,  1889. 

TO  THE  TEACHERS  OF  YEAR  1888-89. 

You  will  be  divided  into  two  classes  of  service  of 
five  months  and  a quarter  each. 

Each  of  you  will  alternate  with  your  companion,  as 
teacher  in  the  manual  department  and  teacher  in  the 
school  department. 

The  subjects  claiming  paramount  importance  are, 
Manners,  Movements,  Speech,  Order,  Neatness,  and 
Occupation. 

The  introduction  of  a double  force  of  teachers  adds 
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considerably  to  our  expenses,  for  which  increase  we 
expect  the  following  practical  results: 

1.  The  calling  out  from  any  and  every  child  his 
feeblest  or  best  capacity  for  usefulness. 

2.  The  immediate  improvement  of  our  better  grades 
in  an  increased  yield  from  their  industrial  pursuits. 

3.  The  abolition  of  waste  time  and  bad  method. 

4.  Reduced  expenditure  for  domestics,  amounting  at 
least  to  the  value  of  your  own  salaries. 

Thus,  you  will  understand,  the  experiment  is  to  be 
tried  whether  educated  women,  who  theoretically  pos- 
sess the  best  heart,  finest  tact,  and  most  matured  will, 
are  equal  to  the  work  of  raising  the  manual  training 
of  feeble-minded  children  to  the  grade  of  a fine  art. 

Few  or  no  instructions  can  be  given.  I cannot 
refer  you  to  books.  You  must  call  to  your  aid  all  the 
mother-wit  of  your  progenitors,  and  exercise  all  the 
tact,  alertness,  and  patience  you  possess.  I mean  that 
the  experiment  shall  be  successful,  and,  looking  hope- 
fully for  success,  beg  from  you  faith  and  promise  from 
the  start. 

It  will  also  be  understood  that,  for  the  next  year, 
the  work  of  the  school-room  is  to  be  made  tributary 
to  manual  training,  and  that  any  teacher  will  be 
honored  and  valued  in  proportion  as  she  reaches  this 
end. 

September  1,  1888. 

TO  THE  TEACHERS  OF  THE  PENNSYLVANIA  TRAIN- 
ING-SCHOOL— ON  u SCHOOL  PROGRESS.” 

In  making  your  earliest  reports  in  School  Progress 
please  be  so  specific  that  your  description  will  define 
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the  case,  so  that  later  records  will  indicate  the  progress 
made  from  the  starting-point. 

For  example,  the  entry  made  in  regard  to  P.  W. 
gives  no  indication  of  the  grade  of  his  imbecility;  on 
the  contrary,  we  might  suppose  him  to  be  a favorable 
case  for  our  care,  perhaps  fully  intelligent.  In  point 
of  fact,  he  belongs  to  the  idio-imbecile  grade  : has  a 
stubborn  indifference  to  the  use  of  language,  has  a 
dazed,  lost  expression,  and  has  almost  no  faculty  of 
attention. 

The  “ School  Progress”  should  be  as  accurate  in  de- 
fining the  mental  and  physical  features  as  is  a miniature 
in  representing  the  countenance. 

July  3,  1886. 


PART  III. 


SUNDRY  BULLETINS,  APPEARING  FROM  TIME  TO 
TIME,  EXPLANATORY  OF  AND  ENFORCING 
HOUSE  RULES  AND  GENERAL  ORDERS,  AND 
MANY  NOTICES  EXHORTING  EMPLOYES  TO 
FIDELITY  IN  THE  PERFORMANCE  OF  THEIR 
DUTIES.  1878-1891. 


SUNDRY  BULLETINS,  ETC. 


THANKSGIVING,  NOVEMBER  28,  1878. 

The  employes  of  this  house  are  congratulated  that 
it  is  as  well  as  it  is  with  us  in  this  period  of  distress 
aud  distrust. 

While  so  many  are  out  of  employment,  and  while  so 
many  really  are  suffering  for  the  common  and  necessary 
things  of  life,  our  institution  family  has  been  kept  to- 
gether and  the  success  of  our  work  has  become  more 
and  more  assured. 

Let  the  spirit  of  gratitude  to  the  Giver  of  all 
fnercies  fill  all  our  hearts  and  inspire  us  for  the  year 
that  comes. 

All  are  invited  to  be  present  in  Music  Hall  this 
evening  to  witness  tableaux,  etc. 

Doors  open  at  6.45  p.m. 

Children’s  lunch  in  Keystone  Hall  at  5.30  p.m. 

November  28,  1887. 

ATTENTION  ! — CLOTHING  ! 

Prevent  sickness  by  greater  caution  in  dressing  and 
in  regulating  doors  and  windows. 

Attendants  are  careless  of  themselves  and  are  more 
careless  of  the  boys  and  girls.  Put  on  hats  and  'wraps 
when  going  out , and  save  the  doctor’s  time  and  medi- 
cines. 

February  14,  1879. 
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VENTILATION. 

The  sectional  character  of  the  house  permits  portions 
of  it  to  be  open  and  ventilating — while  bed-making, 
etc.,  is  in  progress — without  adjacent  parts  being  in- 
convenienced. This  is  accomplished  by  means  of 
dormitory  doors  and  cross-doors  of  corridors. 

Great  care  shonld  be  observed  that  the  basement  be 
kept  cut  oif  from  the  upper  stories ; and  that  windows, 
especially  in  the  higher  parts  of  the  house,  be  not 
needlessly  open. 

Great  neglect,  in  the  matter  of  registers  and  win- 
dows being  open  at  the  same  time,  is  noticeable  this  raw 
morning.  Six  have  been  closed  in  the  upper  story 
northwest,  and  windows  are  found  open  throughout 
the  entire  building  at  10.15  a.m. 

April  29, 1879. 

RUNAWAYS  AND  THE  CAUSE. 

The  reason  why  Hicks  is  now  absent,  no  one  knows 

where,  is  because  O S was  not  careful  to 

know  that  all  his  charge  was  with  him,  and  because 
Hicks  was  permitted  by  kitchen  people  to  be  in  the 
kitchen  when  he  should  have  been  with  O S . 

The  reason  why  a poor  little  boy  was  exposed  for 
several  hours  and  at  last  found  in  Media  was  because 
the  attendant  did  not  report  to  the  teacher  why  he  was 
occasional lv  absent  from  the  school-room,  and  because 
the  teacher  had  grown  careless  of  his  absence. 

May  16,  1879. 

NOTIC  E — TOBACCO. 

I am  very  much  pained  to-day  to  find  Abram  B.  so 
feeble  and  failing  in  school.  This  interesting  boy 
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should  steadily  improve ; instead  of  which  he  is  going 
behind.  His  insane  greed  of  tobacco  and  his  oppor- 
tunities to  get  it  have  much  to  do  with  his  decline. 

Young  women  who  are  receiving  company  at  this 
building  are  requested  to  warn  the  latter  not  to  bring 
tobacco  on  the  premises.  Stumps  and  quids  are  found 
about  the  North  Wing,  and  it  is  believed  that  they  are 
brought  by  visitors. 

o J 

August  15,  1879. 

NOTICE — ON  CORRECTION. 

I shall  discharge  without  notice  any  person  guilty 
of  the  violation  of  House  Orders  in  regard  to  disci- 
plining children. 

The  rules  are  clear,  and  they  must  be  obeyed. 

Impudence,  profanity,  and  insubordination  of  the 
larger  inmates  must  be  immediately  reported,  without 
exhibition  of  temper  on  the  part  of  the  attendant,  when 
the  offender  will  be  dealt  with  according*  to  the  judg- 
ment of  the  officer  in  charge. 

August  21,  1879. 

TO  ALL — THE  “ FRONT  LINE.” 

The  children  of  the  institution,  young  and  old,  must 
be  taught  to  keep  back  of  the  front  line  of  the  build- 
ings,— that  is,  away  from  the  front  road  and  the  ob- 
trusive observation  of  strangers. 

Their  business  walk  must  be  only  on  the  inside 
pavements  and  inside  roads. 

Do  not  allow  them  to  frequent  the  spring  road. 

August  30,  1879. 
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BROKEN  KEYS. 

Keys  are  broken  in  locks  by  rough  usage.  Not  un- 
frequently  the  individual  uses  strong  language  at  the 
moment  preceding  the  fracture. 

A gentle  persuasive  method  of  handling  a key  in  a 
stubborn  lock  will  either  overcome  the  lock  or  at  least 
save  the  key. 

September  15,  1879. 

HOW  TO  MOVE  FURNITURE. 

Through  inattention  on  the  part  of  those  who  have 
to  do  with  moving  of  furniture,  such  as  beds,  chairs, 
bureaus,  etc.,  our  furniture  is  being  seriously  broken 
and  racked. 

Attendants,  especially  the  men,  will  be  careful  of 
their  own  movements  in  this  matter,  and  be  careful  to 
teach  the  large  boys  to  be  very  particular. 

Do  not  wrench  or  pull  things  to  pieces,  and  guard 
the  boys  that  they  may  become  painstaking. 

February  1,  1880. 

NOTICE ON  PIANOS. 

Please  do  not  break  the  rule  in  regard  to  our  pianos. 

No  person  is  allowed  to  play  on  them  excepting 
those  who  are  employed  for  the  purpose. 

February  11,  1880. 

children’s  crying  and  discordant  noises. 

The  continuous  or  the  violent  cry  of  a child  means 
either  suffering  or  a want,  or  it  is  the  practice  of  a habit. 

In  either  case  it  is  a piteous  signal  for  relief  or 
prevention. 
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The  signal  must  be  regarded  by  the  attendant  in 
charge  and  by  any  officer  in  the  neighborhood. 

The  cries  of  such  children  as  “ Jennie”  and  “Isom,” 
if  attended  to  as  of  some  importance , will  be  shortened 
and,  by  patience,  controlled. 

April  16,  1880. 

LAUNDRY  REGULATIONS. 

The  Matron  calls  attention  to  the  following  House 
Orders  which  have  recently  been  violated  : 

Seamstresses,  attendants,  and  honse-girls  are  required 
to  iron  within  the  hours  of  their  release  from  house 
duty  all  dresses,  aprons,  skirts,  etc.,  belonging  to  them 
which  are  ruffled,  tucked,  or  trimmed  in  such  manner 
as  to  require  extra  care. 

All  persons  are  requested  to  limit  the  number  of 
pieces  within  the  bounds  of  discretion  and  by  the 
advice  of  the  matron  in  charge. 

The  children  of  the  institution  are  not  to  be  used  by 
employes  for  personal  laundry-work. 

Any  suggestion  for  the  comfort,  good  care,  or  clean- 
liness of  any  child  addressed  to  an  attendant  by  any 
more  experienced  attendant  or  supervisor  or  teacher,  or 
even  a chance  visitor  or  visiting  parent,  is  to  be  kindly 
and  politely  received  by  the  attendant. 

May  1,  1880. 

CARE  OF  SMALL  CHILDREN  DURING  SUMMER  MONTHS. 

Each  attendant  will  be  expected  to  take  suitable  care 
of  her  own  sleepy  little  ones,  who  require  to  go  to  bed 
before  8.10  p.m.  ; that  is,  remain  with  them  after  supper 
until  they  seem  fatigued , — perhaps  as  late  as  7.30  or 
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even  8.  p.m.  Bathe  their  faces  and  hands  and  get 
them  quietly  into  their  beds  before  leaving  them. 

Attendants  “off  duty”  are  requested  not  to  put 
themselves  beyond  easy  call  from  the  house, — i.e.,  in 
unusual  and  improbable  places, — unless  with  consent 
of  officer  in  charge. 

June  28,  1880. 

FITS  ! — FAITHFUL  REPORTS  REQUESTED. 

Again  it  is  repeated,  spasms  are  to  be  reported  daily 
to  the  person  appointed  to  receive  them,  the  period  of 
report  to  cover  the  twenty-four  hours  last  passed. 

The  reporter  is  to  be  the  child’s  attendant,  or  the 
teacher  in  whose  school  the  spasm  occurs,  or  the  work- 
man with  whom  it  happens,  or  the  cook  whom  the 
child  is  helping, — i.e.,  the  person  who  is  caring  for  the 
afflicted  child  at  the  time  of  the  convulsion. 

June  22,  1880. 

THE  RISING-BELL. 

Complaints  are  made  by  several  attendants  that  they 
do  not  hear  the  rising-bell. 

They  will  be  field  responsible  for  not  being  on  duty 
at  the  right  time,  whether  they  hear  it  or  not. 

If  in  earnest  to  do  their  duty,  they  will  find  a way 
to  awaken  at  the  right  time. 

May  14,  1880. 

ALARMS  OF  FIRE. 

An  early  thought  of  employes  should  be  to  accumu- 
late buckets  of  water  in  that  part  of  the  building  where 
the  alarm  exists;  next,  to  set  water  running  in  bath- 
tubs near  at  hand. 


M USIC  HA  L L—FIR  E—MA  TCHES. 
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SWARTHMORE. 

The  sad  destruction  of  the  college  last  night  should 
be  a timely  lessou  to  us  all  in  the  observance  of  House 
Buies  and  common  sense. 

Be  careful  of  matches,  gas,  inflammable  oiled  rags, 
and  ethers,  and  I do  not  doubt  of  our  safety  for  a 

7 J 

hundred  years. 

November  10,  1880. 

' A REWARD 

of  ten  dollars  is  offered  for  the  apprehension  of  the 
person  who  dropped  two  explosive  “ parlor  matches” 
in  Music  Hall  on  December  3 or  4.  Explosive  matches 
are  not  allowed  on  these  premises. 

December  6,  1881. 

CHRISTMAS — MUSIC  HALL. 

The  smallness  of  our  Music  Hall,  and  the  increase 
of  our  population,  renders  it  necessary  that  no  invi- 
tations shall  be  extended  among  the  neighbors  and 
friends  to  be  present  at  our  Christmas  festival. 

If  those  who  are  immediately  interested  in  the 
Christmas  play  desire  to  give  an  evening  entertain- 
ment to  the  friends  and  neighbors,  an  opportunity  will 
be  furnished  during  the  holidays. 

December  21,  1881. 

purveyor’s  notice. 

All  regular  and  special  issues  of  materials  from 
store-room,  vegetable-cellar,  bakery,  buttery,  meat-room, 
etc.,  must  be  made  by  Purveyor  or  some  one  appointed 
by  him.  And  all  communications  in  reference  to  said 
issues  are  to  be  addressed  and  delivered  to  Purveyor. 

9* 
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The  Housekeeper  will  issue  stores  during  the  Pur- 
veyor’s prolonged  absence. 

February  16,  1889. 

NOTICE. 

Violation  of  Two  Important  Rules. 

An  attendant  is  said  to  have  allowed  one  boy  to  con- 
duct another  boy  to  a bath-room,  to  turn  on  the  bath 
water,  and  to  proceed  to  take  a nurse’s  care  of  him. 

Another  attendant,  on  Sunday  last,  sent  two  girls 
from  Girls’  Cottage  to  the  main  kitchen  to  prepare 
toast  for  her. 

This  serious  infraction  of  two  of  our  most  important 
rules  must  be  met  by  serious  discipline.* 

February  16,  1889. 

COAL-OIL  LAMPS  AT  THE  “ GABLES.” 

Our  institution  narrowly  escaped  a serious  disaster 
last  evening  (March  13,  1889),  which  might  easily 
have  included  life  as  well  as  property. 

It  is  the  old,  old  story  of  culpable  negligence  of  rules 
and  common  sense  in  the  use  of  lamps.  This  time  the 
censure  falls  upon  a teacher  at  the  Four  Gables. 

W.  B.  and  Miss  F.  are  commended  for  prompt  and 
intelligent  action  at  a trying;  moment. 

March  14,  1889. 

BURNT  HOLE  (RUPIA  ESCHAROTICA). 

An  eruption,  as  disagreeable  and  disgraceful  as 
“ itch,”  has  been  allowed  to  get  into  Girls’  Cottage 
from  a recent  admission,  and  will  spread  among  chil- 


* Both  were  discharged,  and  oue  has  since  died. 
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dren  and  employes  unless  care-takers  of  every  descrip- 
tion become  wide-awake. 

Dr.  Wilmarth  can  cure  it ; but  lie  needs  the  watch- 
fulness and  faithfulness  of  good  Matrons,  teachers, 
and  nurses  to  prevent  a considerable  spreading  of  the 
abomination. 

November  23,  1888. 

THE  RISING-BELL. 

The  inattention  to  the  rising-bell  is  so  marked  that 
we  shall  be  compelled  to  assess  a fine  if  the  morning 
report  does  not  improve. 

If  attendants  do  not  hear  the  bell,  they  should  make 
arrangement  with  wakeful  persons  to  arouse  them. 

It  is  disagreeable  to  lower  wages,  to  fine,  etc.,  and  we 
beg  our  people  to  spare  us  the  necessity. 

December  22,  1881. 

SEPARATION  OF  GROUPS. 

The  groups  of  children  going  out  for  exercise,  or  to 
sit  in  the  grove,  should  be  kept  as  much  as  possible 
at  points  remote  from  eacli  other.  The  objects  for  this 
are : 

1.  That  the  children  shall  develop  orderly  and  happy 
natures,  which  they  cannot  do  when  in  crowds. 

2.  That  the  attendant  shall  give  individual  atten- 
tion to  his  or  her  own  group. 

March  5,  1881. 

OUT  OF  PLACE. 

Any  boy  is  out  of  place  when  in  the  South- Wing 
buildings,  or  south  rear  grounds,  unattended  by  some 
responsible  person. 
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He  is  out  of  place  when  on  the  stairways  or  in  the 
centre  of  the  main  building  unattended. 

The  centre  girls  must  challenge  and  report,  teachers 
and  attendants  must  arrest,  all  such  parties. 

Th  is  rule  must  apply  very  strictly  to  the  rear  grounds 
south  and  west  of  South  Wing  and  school-building, 
from  which  males  are  absolutely  interdicted. 

March  24,  1881. 


ELOPEMENTS. 

Certain  boys  are  liable  at  any  time  to  elope.  They 
are  at  all  times  under  assignment  to  teachers  or  to 
attendants. 

Their  habit  is  well  known  to  all,  aud  we  must  hold 
to  strict  responsibility  those  who  are  on  duty,  that  they 
shall  know  the  whereabouts  of  these  lads. 

Iu  the  event  of  future  escape  of  any  one  of  them, 
make  immediate  report  to  officer  in  charge,  who  will 
relieve  the  attendant  that  he  may  seek  the  eloper  until 
found.  A list  of  eighteen  runaways  is  appended. 

October  3,  1880. 

ASSEMBLY. 

Hereafter  the  meeting  of  children  and  employes  in 
Keystone  Hall  at  8 p.m.  shall  be  known  as  “Assem- 
My.” 

Officers  are  requested,  and  all  others  invited,  to  be 
present  at  Scripture  recitations,  singing,  and  “ good- 
night !” 

RISING  REQUESTS. 

The  object  of  the  change  in  our  morning  arrange- 
ments is  to  give  the  children  thirty  to  forty  minutes 
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more  of  sleep  and  to  make  the  young  attendants’ 
winter  work  less  exhausting. 

1.  Attendants  ! Be  very  quiet  in  rising  and  dressing. 

2.  Do  not  leave  heat  turned  on  in  dormitories  unless 
in  the  coldest  weather. 

3.  Do  not  raise  light  in  dormitories. 

4.  Do  not  wear  squeaky  boots. 

5.  Compose  wakeful  children  with  “Sh  ! sh  !” 

6.  Promptly  return  from  your  breakfasts. 

7.  Attend  children  in  separate  room  groups  to  dining- 
rooms on  rinouno;  of  breakfast-bells. 

O c> 

8.  Be  happy  if  possible, — cheerful,  any  way. 

December  10,  1880. 

BROKEN  FURNITURE. 

All  chairs  and  small  furniture  broken  must  be  re- 
ported to  the  officer  in  whose  department  the  breakage 
occurs. 

The  officer  in  charge  will  direct  the  piece  of  furni- 
ture to  the  depot  which  will  be  appointed  for  this 
purpose. 

School  furniture  broken  report  to  the  Superintendent; 
play-room  furniture  and  dormitory  furniture  to  the 
Matrons;  dining-room  and  other  basement  furniture  to 
the  Housekeeper. 

FIRE. 

Remember  the  rule  to  keep  all  scrub- buckets,  when 
out  of  use,  filled  with  water  and  in  places  known  by 
all  and  accessible  to  all. 

Insane  Hospital,  Danville,  burnt  to  the  ground. 
Loss,  $600,000.  Three  hundred  insane  safely  removed. 

March  7,  1881. 
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ON  WASTE. 

1 . Letter-paper  either  should  be  sold  or  burnt.  It 
was  unpleasant  to  discover  a large  boy  this  morning 
patching  together  the  pieces  of  the  private  correspond- 
ence of  a teacher  in  order  that  he  might  find  out  the 
delicate  subjects  contained  therein. 

2.  Wrappings  of  groceries,  etc.,  must  not  be  thrown 
out  with  ashes. 

3.  Glass  should  be  sent  to  the  glass-boxes. 

4.  Broken  crockery  to  the  Housekeeper. 

5.  Bits  of  wood,  old  hoops,  etc.,  to  the  heap  back  of 
the  potato-house. 

6.  Leaves  and  road  sweepings  to  the  compost-heaps. 

7.  Stones  to  properly  located  stone-piles.  Rags  to 
the  rag- bags. 

8.  Noth  ins:  should  ever  be  thrown  out  of  the  win- 

O 

dows. 

9.  No  “dump”  is  hereafter  to  be  referred  to.  A 
dump  is  a disgusting  thing  known  among  shiftless 
people  only. 

10.  Waste  is  devisible  into  four  classes, — 

First  class,  salable  things,  as  rags,  paper,  etc. 

Second  class,  burnable  things,  as  chips,  dust,  etc. 

Third  class,  manures,  as  leaves,  road-sweepings,  etc. 

Fourth  class,  things  to  bury,  as  tin  cans,  crockery, 

glass,  etc. 

May  5,  1881. 

EXEECISE. 

The  natural  tendency  of  our  children  being  towards 
laziness,  it  is  regarded  necessary,  in  those  occupations 
and  exercises  between  school-hours,  that  they  who  have 
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charge  of  the  children  shall  be  prompt  in  seeing  work, 
and  in  directing  active  exercise,  be  it  only  walking  or 
simply  gathering  the  litter  about  the  buildings. 

Attendants  who  themselves  have  no  interest  in  work, 
or  who  are  physically  slow,  scarcely  are  able  to  meet 
the  requirements. 

Definite  employment  and  exercise  are  prescribed  for 
all  the  periods  between  school  and  gymnastic  hours, 
and  every  one  is  requested  to  be  on  the  alert  to  further 
the  cleanliness  and  neatness  of  the  house  and  grounds 
by  work  during  these  hours : 

Work  and  exercise,  7.15  to  8.30  a.m. 

Walk  and  play,  1 to  1.40  p.m. 

Work  and  exercise,  4 to  5.10  p.m. 

Walk  and  play,  6 to  6.30  p.m. 

May  8,  1881. 

NEGLECT  A CAUSE  OF  SICKNESS. 

The  women  of  the  house  are  notoriously  careless 

about  running  between  laundry  and  main  building  and 

elsewhere  with  neither  head-  nor  shoulder-sear. 

© 

They  are  alike  careless  about  exposure  of  children 
in  the  same  way. 

Our  doctors  will  please  charge  for  medicines  and 
medical  attention  where  causes  for  such  expense  and 
trouble  are  so  apparent. 

April  26,  1883. 

superintendent’s  notes. 

There  cannot  be  too  much  airing  of  dormitories 
during  these  delightful  days.  “ Windows  by  !”  always 
should  be  the  rule,  excepting  in  very  windy  or  stormy 
weather. 
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Tumblers  and  furniture  are  disappearing  from  dining- 
rooms. Let  it  be  distinctly  understood  that  this  is 
wrong.  Application  for  dishes  or  other  articles  needed 
must  be  made  to  Housekeeper. 

Persons  detected  in  the  violation  of  Order  No.  V. — 
“ Brigandage ” — will  be  punished. 

May  4,  1884. 

“ QUIETS.” 

The  use  of  the  “ Quiets”  is  again  running  wild, 
largely  because  the  labor  of  putting  children  there  and 
taking  care  of  them  while  there  is  left  to  subordinates. 

The  gentleness  and  caution  which  should  accompany 
even  penalties  and  corrections  are  omitted. 

Moreover,  of  late  there  is  marked  inattention  to  the 
turning  and  replacing  of  the  pictures  in  the  office,  and 
any  guard  of  this  matter  is  thus  made  uncertain  and 
liable  to  deception. 

To  restore  proper  caution,  it  is  ordered  that  the  rules 
respecting  the  “ Quiets”  be  literally  kept ; that  only  an 
officer  or  a teacher  shall  accompany  the  child  to  the 
“ Quiet”  and  release  him  therefrom ; and  that  proper 
information  shall  be  lodged  with  the  child’s  attendant 
that  the  child’s  wants  may  be  administered  to  carefully. 

January  24,  1884. 


MEDICAL  NOTES. 

The  last  weekly  bathing  revealed  many  eases  of 
small  boils,  frosted  fingers  and  toes,  etc.,  which  were 
not  reported  this  morning  to  the  Dispensary.  Attend- 
ants are  earnestly  requested  to  watch  their  children 
even  more  carefully  during  the  winter,  as  small  sores 
readily  become  large  ones  at  this  season. 
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Discharge  from  sore  eyes  should  not  be  allowed  to 

c>  J 

dry  upon  the  lids  and  irritate  them,  but  should  be 
wiped  away  carefully  with  a soft  rag  and  warm  water  or 
warm  milk,  and  the  Dispensary  service  never  neglected. 

The  alarming  increase  in  the  number  of  cases  of 
“sore  head”  which  has  occurred  during  the  last  two 
weeks,  especially  in  the  Sharpless  Club,  indicates  care- 
lessness in  the  use  of  combs,  brushes,  and  towels. 

February  1,  1885. 

OPENING  OF  COMMISSARY. 

To  facilitate  the  work  of  the  house,  demands  on 
store-rooms  will  be  made  as  thoroughly  as  possible  on 
Saturdays  only,  and  during  morning  hours. 

For  pressing  daily  needs  the  Commissary  will  be 
open  from  7 to  10  A.M.,  from  1 to  2 p.m.,  and  from 
6.15  to  7 p.m. 

Issues  at  other  hours  are  not  in  order. 

March  6,  1885. 

DISPENSARY  HINTS. 

While  cases  of  emergency  or  serious  illness  will 
receive  attention  at  any  time,  requests  for  “a  little 
cosmoline,”  some  hair-oil  or  indelible  ink,  and  similar 
wants  can  be  attended  to  only  at  regular  Dispensary 
hours. 

Glycerine,  ether  for  clothes  cleaning,  tooth-wash, 
bay-rum,  and  other  toilet  articles  are  not  dispensed, 
but  will  be  sold  at  the  Dispensary  at  about  cost  prices. 

A considerable  number  of  bottles  have  been  given 
out  and  not  returned.  Unless  bottles  containing  medi- 

cine  for  private  use  are  not  returned  within  a reasonable 

10 
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time,  they  will  he  charged  at  the  rate  of  ten  cents  each, 
and  the  price  collected  at  the  office. 

October  18,  1886. 

A FEW  CAUTIONS  FOR  HILL-SIDE  “ A ” AND  “ b” — ON 

DRAUGHTS,  HEAT,  ETC. 

The  extreme  length  of  the  buildings  being  one  hun- 
dred and  fifty  feet,  the  currents  of  air  are  very  strong 
when  any  cross-doors  are  open  ; therefore  be  very  careful 
during  the  fall,  winter,  and  spring  to  see  that  all  such 
doors,  as  a rule,  are  kept  closed. 

Ventilation. 

As  there  is  a supply  of  pure  air  constantly  furnished 
to  the  coils  in  the  cellars,  there  is  rarely  any  great  ne- 
cessity for  opening  the  windows  at  all  widely  in  rooms 
occupied  by  children.  When  the  windows  are  opened 
for  the  removal  of  unpleasant  odor,  the  caution  should 
be  to  open  them  one,  two,  or  three  inches  on  the  leeward 
side  of  the  house,  according  to  the  pressure  of  wind. 
Rarely  will  it  be  found  necessary  to  lower  any  sash  on 
the  windward  side.  The  opening  of  windows  often 
may  be  dispensed  with  bv  fanning  the  doors  of  the 
apartment  needing  ventilation.  Without  notice  of  the 
direction  of  the  wind,  no  person  is  competent  to  control 
the  window  ventilation. 

Special  Protection  of  the  Sick. 

Children  who  are  confined  to  their  beds  from  sickness 
should  be  placed  on  the  south  side  of  the  dormitory, 
or  in  the  small  south  rooms.  In  periods  of  epidemic, 
as  at  present,  the  main  doors  of  the  fire- walls  should  be 
kept  closed  at  all  times,  and  good  heat-supply  provided 
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on  the  south  walls  and  from  the  small  rooms,  the  doors 
of  which,  in  the  daytime,  should  remain  open.  The 
food  for  the  sick  is  to  be  carried  from  the  dumb-waiters 
through  the  attendants’  sleeping-rooms  and  the  dormi- 
tory door  of  the  same,  guarding  against  the  liability  of 
the  great  door  of  the  dining-room  being  left  open.  In- 
deed, the  rule  shall  be*“to  close  doors  behind  one.” 
Bv  allowing  the  door  leading  into  the  bath-room  corri- 
dor  from  the  great  dormitory  to  be  open,  a movement 
of  air  will  be  established  towards  the  aspirating  shaft, 
which,  in  all  probability,  is  sufficient  to  keep  the  purity 
of  the  great  dormitory  nearly  perfect.  The  doors  of 
the  annexes  should  at  all  times  be  kept  closed. 


The  Use  of  Bath-Rooms. 

When  children  are  bathing,  whether  sick  or  well, 
great  caution  should  be  observed  that  all  communicating 
doors  be  closed.  Untimely  and  unnecessary  bathing  is 
injurious.  If  it  be  a sick  child,  great  caution  must  be 
observed,  and  no  bath  be  given  unless  bv  direction  of 
the  physician  in  charge,  and  under  the  personal  super- 
vision of  the  Matron. 


Special  Cleanliness  in  Bed. 

Feeding  of  children  in  bed  must  be  done  with  scru- 
pulous nicety.  A double  supply  of  bibs  or  napkins 
must  be  furnished.  Children,  great  or  small,  of  offen- 
sive habits  must  be  diapered,  and  all  proper  precautions 
taken  that  bedding  be  not  injured. 

Night- Airing  of  Rooms. 

All  rooms  unoccupied  at  night  are  to  be  freely  open 
to  the  air  immediately  after  the  children’s  departure, 
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and  from  then  until  9.45  p.m.,  when  the  south  windows 
shall  be  left  open  six  inches  at  the  bottom  and  top,  and 
the  north  three  inches,  during  the  entire  night  unless 
excessive  cold  or  storm  prevent. 

Convalescents. 

Be  very  vigilant  in  the  care  .of  convalescents.  Pneu- 
monia is  easily  induced  by  haste  in  getting  children  out 
of  bed,  and  by  injudicious  exposure  of  them  in  annexes, 
bath-rooms,  and  sitting-rooms. 

Early  Morning  Thought. 

Allow  children  who  are  delicate  to  remain  late  in  bed 
until  the  house  is  thoroughly  warmed.  Night-nurse  be 
careful  to  close  up  the  living-rooms,  turning  heat  on 
and  getting  the  building  suitably  warm. 

Night- Nursi ng. 

This  duty  is  especially  laborious  during  periods  of 
considerable  sickness.  Protecting  themselves  thoroughly 
with  clothing,  the  nurses  should  pass  their  time  entirely 
in  the  sick-wards,  or  in  the  rooms  adjacent  thereto, 
without  descending  to  the  first  floor.  Leave  ample 
records  of  noteworthy  facts  or  see  the  Physician  or 
Matron  before  going  off  from  duty.  Prepare  yourselves 
with  such  simple  aids  as  common  sense  suggests  for  the 
comfort  of  the  sick  ; e.g.,  ice,  lumps  of  sugar,  flaxseed- 
tea,  nourishment,  etc.  In  lifting  the  children  during 
the  night  be  very  careful  to  blanket  them.  Have  a 
few  surplus  blankets  folded  and  lying  conveniently  near 
for  this  purpose.  You  will,  of  course,  attend  personally 
to  the  lifting  of  the  children. 
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Warmth  and  Vitality. 

The  children  at  the  Hill-Side  buildings  need  an  ex- 
cess of  heat;  hence  the  feelings  of  the  well  and  strong, 
who  are  moving  actively  about,  are  not  a safe  criterion 
by  which  to  judge  the  needs  of  the  children.  While 
foul  odors  are  objectionable,  they  are  not  destructive  to 
life,  as  are  cold  rooms  and  strong  currents  of  air.  But 
do  not  forget  that  you  may  remove  the  foul  odor  by 
door-fanning  and  by  a constant  thought  to  utilize  the 
aspirating  flue. 

November  20,  1886. 

THE  SHIRKING  AND  DANGEROUS  BOYS. 

Eleven  boys  were  reported  in  Monday  evening  house- 
meeting  as  unreliable,  shirking,  slippery,  and  dangerous. 

It  is  directed  that  these  eleven  boys  be  kept  under  an 
especially  vigilant  watch ; that  the  attendant  in  charge 
must  not  excuse  them  from  roll-calls,  club- meetings, 
club- walkings,  or  any  of  the  club-movements  without 
a written  request  from  au  officer ; that  where  loans  of 
boys  are  made  for  certain  duties,  those  employing  the 
boy  must  deliver  him  to  the  attendant  on  duty,  and  be 
recognized  as  making  such  delivery,  or  that  by  trusty 
monitors  he  shall  be  so  delivered. 

November  25,  1886. 

MORNING  DROWSINESS. 

To  the  tardy  people  of  this  morning  punctuality  is 
insisted  upon  ! The  meal-bells  are  rung  on  the  instant, 
whether  cooks  and  kitchen  people  are  ready  or  not. 
Hence  the  equal  importance  that  employes  shall  be  in 
the  dining-rooms  promptly,  else  disorder  and  injustice 

result  to  the  kitchen  department. 

10* 
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When  for  cause,  or  not,  an  employe  chances  to  be 
late,  it  is  simply  good  taste  to  take  uncomplainingly 
what  he  can  find,  or  to  go  to  the  Housekeeper  and, 
with  some  show  of  regret  or  apology,  explain  the  situ- 
ation, and  run  his  chances  of  kind  treatment. 

This  Bulletin  contains  two  suggestions, — 1,  the  insti- 
tution rule  of  punctuality ; 2,  the  natural  law  of  gentility. 

Both  rule  and  law  are  insisted  upon. 

November  12,  1885. 

BROKEN  WINDOW-GLASS  IN  MID-WINTER. 

Keep  out  cold  by  avoiding  the  breakage  of  window- 
glass  and  by  shutting  the  doors. 

Where  glass  is  accidentally  broken,  the  nearest  per- 
son must  paste  paper  over  the  break.  We  cannot  glaze 
in  cold  and  freezing  weather  ! An  old  hat  or  bonnet 
thrust  into  the  opening  answers  the  purpose  even  if 
looking  not  so  well. 

January  12,  1886. 

DISAGREEABLE  THINGS  TO  MEET. 

1.  One  of  our  largest  bovs,  of  the  value  of  three- 
fourths  of  any  laboring-man  on  the  place,  taken  from 
his  assigned  work  to  deliver  a letter  to  the  Elwvn 
Post-Office  : the  teacher  had  u forgotten.” 

2.  A little  bare-headed  bov,  running  down  in  a hot 
sun,  to  make  purchase  at  Elwvn  of  two  stamps  : his 
attendant  had  “ forgotten.” 

3.  A small  boy  struggling  along  with  a heavy  valise, 

weighing  perhaps  fifty  pounds,  in  advance  of  a big 

man  weighed  down  bv  a linen  duster. 

© • 

August  27,  1886. 
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SUNDRY  NOTICES. 

Lunches. 

Partly  to  relieve  the  bakery  and  partly  to  establish 
some  common-sense  views  in  regard  to  lunches,  the 
distribution  of  cakes  and  crackers  at  ten  o’clock  will 
be  discontinued  for  the  present. 

Small-Pox. 

The  epidemic  of  small-pox,  now  raging  in  Ontario 
and  Canada,  has  entered  the  United  States,  and  there 
is  a possibility  that  during  the  winter  we  may  be  liable 
to  the  contagion.  Our  experience  of  the  past  years 
proves  the  importance  of  re  vaccination,  and  it  is  ad- 
vised that  our  employes,  both  old  and  young,  submit 
themselves  to  this  operation.  We  do  not  propose  to 
make  it  obligatory  except  in  eases  where  we  have 
reasonable  doubt  that  the  persons  are  unprotected.  To 
know  who  the  unprotected  are,  all  must  submit  them- 
selves to  inquiry  and  examination,  which  will  be  com- 
menced this  evening  at  half-past  six  o’clock  in  the 
Dispensary. 

Cleanliness. 

The  result  of  a little  absolute  treatment  of  our  North 
Wing  shows  the  utility  of  the  sweeping- brush  and 
dust-rag.  It  is  urged  that  in  all  parts  of  the  house 
the  amount  of  water  that  is  used  upon  floors  be  dimin- 
ished, and  that  all  domestics  and  house  people  learn 
the  utility  of  the  sweeping-brush  and  dust-rag,  rather 
than  the  floor-cloth  and  scrub-brush.  Keep  surfaces, 
edges,  corners,  and  floors  free  from  dust,  and  there 
will  be  very  little  or  no  occasion  for  the  use  of  water. 
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Employes  will  be  careful,  in  muddy  weather,  of  the 
approaches  to  the  house,  and  will  see  to  it  that  the 
boots  and  shoes  be  well  cleaned  before  entrance  upon 
our  floors,  and  that  all  papers,  rags,  sticks,  etc.,  are 
promptly  gathered  by  hand  and  placed  in  dirt-boxes 
and  barrels  assigned  for  that  purpose. 

Landing -Doors. 

The  landing-doors,  north  and  south,  are  found  open 
and  with  bolts  shot.  This  is  against  our  rule.  A fine 
will  reach  some  one  unless  the  practice  be  stopped. 

September  8,  1885. 

ADAMS  EXPRESS  AT  ELWYN. 

This  office  was  established,  and  is  maintained  for 
the  benefit  of  the  institution,  by  the  courtesy  of  the 
officers  of  the  company.  It  is  not  a paying  office. 
Mr.  Smith  is  allowed  by  the  Pennsylvania  Railroad  to 
do  the  business  of  the  express  company,  out  of  courtesy 
to  the  institution.  Employes  are  requested  to  do  their 
personal  express  business  through  the  agency  of  the 
Purveyor,  and  not  pester  Mr.  Smith,  whose  real  busi- 
ness is  that  of  agent  for  the  railroad. 

The  same  directions  apply  to  Elwyn  as  a post-office. 
Seek  the  office  of  main  buildings  for  all  postal  matter, 
and  on  all  postal  business. 

January  4,  1887. 

MEDICAL  ATTENTION  AND  MEDICINES. 

Charges  will  be  made  hereafter  for  medical  care  and 
for  drugs.  Drugs  supplied  will  be  charged  against 
monthly  wages  and  salaries,  at  cost  prices. 
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Physicians’  dispensary  service  will  be  charged  at 
the  rate  of  ten  cents  per  call.  Bedside  visits  will  be 
charged  at  the  rate  of  twenty-five  cents  per  visit. 

Keep  well  bv  keeping  the  rnles  of  common  sense  and 
onr  House  Rnles,  thus  avoiding  these  extra  expenses. 

All  receipts  from  this  source  will  be  credited  to 
“ Children’s  Amusement  Fund,”  or  to  any  other  fund 
directly  benefiting  the  children. 

J o 

January  14,  1887. 

NOTICE  TO  EMPLOYES  AT  THE  HILL-SIDE  BUILDING. 

First — Even  more  particular  attention  must  be  given, 
now  that  windows  and  doors  are  opened,  that  children 
shall  not  be  allowed  to  scream,  or  make  loud  and  rough 
noises  of  any  kind.  When  out  on  the  balconies  they 
should  remain  seated  ; unruly  or  troublesome  children 
must  be  removed  to  the  sitting-rooms. 

Second. — Some  of  our  employes  at  Hill-Side  are 
guilty  of  rude  and  rough  language  towards  the  chil- 
dren. All  requests  must  be  made  in  a kindly  manner. 
Cultivate  the  habit  of  using  a low  key  rather  than  a 
high,  sharp,  rasping  and  disagreeable  tone. 

Third. — Closer  attention  must  be  given  to  the  care 
of  children  while  in  the  annex.  If,  for  anv  reason, 
the  children  are  unusually  noisy,  the  outside  windows 
must  be  closed  in  order  that  the  neighborhood  shall  not 
be  disturbed. 

Fourth. — It  must  be  always  remembered  that  these 
buildings  are  created  entirely  for  the  children,  and  that 
any  personal  advantage  of  the  employe  is  secondary  to 
the  good  of  the  child. 

May  20,  1887. 
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TOBACCO. 

The  employment  of  those  addicted  to  the  tobacco- 
habit  will  be  avoided  more  strictly  than  ever  in  the 
past.  Those  who  have  violated  their  promises  on  being 
employed  will  not  expect  much  clemency  when  I am 
obliged  to  deal  with  them. 

The  old  tobacco-sinners,  such  as  G n,  K y, 

and  S k,  whom  I pity  because  they  are  so  deeply 

dyed  in  the  practice,  and  love  because  of  their  pro- 
tracted and  faithful  service,  are  exhorted  to  be  as  slightly 
disagreeable  as  possible,  and  to  stand  as  warning  ex- 
amples for  younger  men. 

During  the  last  week  I have  noticed  cuds  and  stumps 
not  far  from  the  shoe-shop. 

March  5,  1888. 

LEAVING  THE  PREMISES. 

The  thirty-three  men  employed  by  this  institution 
are  requested  to  mark  the  language  of  the  rules  regard- 
ing the  “ leaving  of  the  premises.” 

All  male  employes  will  seek  the  Superintendent,  or, 
in  his  absence,  the  First  Assistant,  for  either  temporary 
or  other  absence  from  the  grounds. 

Before  making  such  application  the  person  will  first 
make  arrangements  for  absence  with  the  chief  of  his 
department  of  service. 

March  18, 1888. 


ELOPEMENTS. 

During  the  month  of  June  there  were  sixteen  escapes 
of  children  from  the  care  of  their  attendants.  With 
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the  present  thorough  classification  this  shows  careless- 
ness on  the  part  of  our  employes. 

Let  it  be  distinctly  understood  that,  in  the  future,  all 
expenses  paid  for  “ runaways,”  also  added  fines  for 
special  carelessness,  will  be  collected  from  those  by 
whose  inattention  children  escape. 

THE  USE  OF  HILL-SIDE  BALCONIES. 

The  balconies  of  the  Hill-Side  Homes  are  mainly  for 
the  use  of  invalid  and  infirm  children  who  cannot  be 
taken  to  the  groves.  Noisy  children  must  not  be  ad- 
mitted to  them  ; and  let  all  who  occupy  them  understand 
that  they  must  remain  seated.  Standing  at,  or  leaning 
over  the  rails  is  not  allowed.  No  talking  with  visitors 
coming  up  the  road-ways  permitted.  If  children  are 
not  obedient  to  these  rules,  they  must  be  deprived  of 
the  use  of  the  balconies. 

August  11,  1888. 


SMALL-POX. 

There  being  a number  of  cases  of  small-pox  in  the 
city  of  Philadelphia  and  throughout  the  State,  we  must 
caution  our  people  to  be  careful  when  absenting  them- 
selves from  the  house;  should  they  by  accident  run 
into  small-pox,  they  must  give  information  of  the  fact 
before  returning. 

Employes  who  have  not  been  revaccinated  within 
the  period  of  two  years,  excepting  those  who  have  been 
innoculated  or  who  have  had  small-pox,  are  requested 
to  present  themselves  at  the  Dispensary  at  once  to  be 
examined,  and,  if  necessary,  be  protected. 

November  25,  1887. 
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SPECIAL  INSTRUCTION  IN  REGARD  TO  CORRECTION. 

The  forms  of  discipline  in  use  in  this  institution 
are  as  follow  : 

1.  Wearing  of  a camisole. 

2.  Standing  during  a meal  with  bread  and  water. 

3.  Bread  and  water  for  a meal. 

4.  Loss  of  dessert. 

5.  Sitting  at  matrons’  doors. 

6.  Sitting  in  Superintendent’s  or  Assistants’  office. 

7.  Sending  to  bed  on  bread  and  water. 

8.  Sending  to  bed. 

9.  Detention  in  Solid  Comfort. 

10.  Detention  in  Quiet. 

11.  Smacking  of  the  hand. 

12.  Feruling  of  the  hand. 

13.  Spanking  or  switching. 

With  a large  corps  of  officers  whose  duty  it  is  to  be 
in  constant  contact  with  the  children,  the  attendants  are 
not  allowed  discretion  in  the  administration  of  discipline, 
but  on  the  complaint  of  the  latter  to  an  officer  in  charge, 
any  one  of  the  forms  1 to  10,  inclusive,  may  be  applied 
by  the  attendant  for  particular  offences,  and  indeed 
power  may  be  delegated  to  them  to  employ  11,  12,  or 
13  in  special  cases,  and  for  definite  periods,  on  their 
making  the  necessity  known  to  the  Superintendent. 
No  sub-officcr  is  allowed  to  grant  such  permits. 

Sending  to  bed  may  result  in  mischief  to  furniture 
and  bedding,  and  evil  habits.  Proper  intelligence 
should  furnish  safeguards,  that  no  blundering  be  made. 

The  special  rule  as  to  use  of  Quiet  is  posted  on  all 
Quiet  doors,  and  is  to  be  implicitly  followed. 
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The  administration  of  corporal  punishment,  11,  12, 
13,  cannot  be  too  scrupulously  guarded,  hence  the  rule 
(Order  No.  10,  etc.)  must  constantly  be  rehearsed  as 
imperative. 

Such  a positive  rule  is  believed  necessary  to  secure 
the  justice  of  deliberation,  and  to  remove  correction  as 
far  as  can  be  out  of  the  iuflueuce  of  feeling  or  passion. 

No  correction  of  any  kind  should  be  administered 
but  for  the  child’s  good.  We  are  so  largely  creatures 
of  impulse  that  vindictiveness  is  likely  to  add  force,  if 
not  injustice,  to  the  discipline  administered  on  the 
“spur  of  the  moment.” 

Our  more  malevolent  boys  and  girls  have  had  plenty 
of  impulsive  punishment  before  coming  to  us,  and  are 
in  their  new  home  influenced  best  under  a temperate 
but  positive  management,  that  is  measured  by  “second 
thought.” 

The  reference  to  the  Superintendent,  or  to  the  Matron 
in  charge,  is  a prudent  measure,  and  must  be  observed 
as  conducive  to  the  best  results. 

With  the  widening  of  our  work,  I need  to  specify 
that  the  terms  “ Assistant”  and  “ Matron”  in  the  above 
paragraph  are  meant  to  apply  to  a line  of  persons, 
professional  or  otherwise,  who  have  been  in  the  service 
of  the  institution  for  at  least  six  months,  and  shall  have 
received  from  the  Superintendent  a certificate  entitling 
them  to  the  references  above  named. 

Injury  arises  to  our  work  from  any  hesitancy  on  the 
part  of  experienced  employes  to  check  or  instruct  new- 
comers, who  may  violate  rules  and  do  the  most  indis- 
creet things  because  of  ignorance.  While  it  is  admitted 

to  be  a disagreeable  duty  to  guard  our  rules  against 

11 
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infringement  by  personal  advice  and  report,  it  is  never- 
theless a duty  incumbent  on  every  one  who  takes  service 
in  this  institution  ; for  when  experienced  officers  and 
attendants  become  supine  in  this  matter,  the  institution 
is  rotten. 

A caution  is  necessary  not  to  make  the  day’s  discipline 
of  children  a matter  of  agitated  conversation.  The  use 
of  extravagant  language,  harsh  epithets,  etc.,  when 
speaking  of  the  disagreeable  conduct  of  children  or  of 
their  correction,  grates  on  the  ear  of  any  right-minded 
person  and  brands  the  speaker  as  unfit  for  trust  in 
disciplinary  matters. 

The  story  of  Miss  L.  B.  S.,  and  her  affair  with  the 
Society  for  the  Protection  of  Children  from  Cruelty, 
illustrates  abundantly  any  strictures  that  might  be  made 
on  official  competency.  At  the  same  time  it  shows  the 
position  the  Superintendent  will  take  in  any  case  of 
trouble  arising  from  violation  of  these  instructions. 

F nil  records  are  to  be  made  in  a “ book  of  correction,” 
placed  in  each  building. 

The  telephones  put  all  the  buildings  in  easy  com- 
munication, so  that  conference  with  the  Superintendent 
in  the  application  of  special  discipline  is  easy  and  is 
ordered. 

RULES  FOR  THE  “ QUIETS.” 

No  boy  shall  be  placed  in  the  North-Home  Quiet, 
and  no  child  in  the  Centre  Quiet,  without  the  escort 
of  one  of  the  persons  hereafter  named. 

The  Assistant  Superintendents  will  be  in  attendance 
on  the  North-Home  Quiet. 

The  two  Matrons  will  be  in  attendance  on  the 
Centre  Quiet. 
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The  First  Assistant  Superintendent  and  the  Matron, 
on  Hill- Side  “A”  Quiet. 

The  Matron  and  her  Assistant  on  the  Hill-Side  “ B” 
Quiet. 

The  Assistant  Superintendent  and  the  Matron,  on  the 
Quiet  of  the  Manse. 

The  purpose  of  this  escort  shall  be,  1,  a knowledge 
of  the  reason  for  correction  ; 2,  a knowledge  of  the 
proper  state  of  the  Quiet,  and  the  proper  condition  in 
which  the  child  shall  be  left;  3,  a record  in  the  book 
of  correction. 

No  confinement  shall  exceed  three  hours  without  the 
consent  of  the  Superintendent. 

The  person  removing  the  child  shall  be  the  one  at 
whose  instance  the  child  is  quieted. 

When  removing,  the  teacher  or  other  responsible 
person  must  carefully  examine  the  Quiet  that  no 
defacement  or  injury  shall  have  been  done. 

The  persons  hereinbefore  named  will  give  humane 
directions  in  regard  to  visitation,  meals,  and  final  re- 
moval,  and  will  personally  attend  to  the  display  of 
signals  in  the  office. 

The  visitation  of  the  House  Quiet  daily  by  the 
Matron  of  the  South  Department,  and  of  the  North- 
Home  Quiet  by  the  Second  Assistant,  and  of  the  Hill- 
Side  Quiets  by  the  Matrons,  is  ordered. 

In  placing  any  one  in  the  Quiet,  it  should  be 
considered  to  what  degree  it  is  helpful  to  furnish 
a rocking-chair,  toys,  books,  marbles,  etc.,  for  enter- 
tainment while  thus  immured;  pencils,  knives,  and, 
if  necessary,  shoes  are  proscribed  during  confine- 
ment. 
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Deviation  from  the  above  rules  can  only  be  made  on 
the  special  order  of  the  Superintendent. 

THE  BARKING  OF  TREES  AND  DESTRUCTION  OF 

SHRUBBERY. 

The  attention  of  every  one  is  called  to  the  protection 
of  our  young  trees  against  the  barking  of  them  by  horses 
being  tied  to  them  ; also  to  the  habit  of  boys,  especially 
the  smaller  ones,  of  destroying  saplings  on  the  Spring 
Road  and  in  the  groves  back  of  Hill-Side. 

May  16,  1888. 

CARE  OF  SILTS. 

Farmer  ancl  Gardener. 

On  the  first  aud  fifteenth  days  of  every  month  make 
a thorough  cleaning  of  all  silts  behiud  the  screens  of 
the  three  Hill-Side  silts,  and  report  to  the  Superin- 
tendent any  evidences  of  waste,  such  as  handkerchiefs, 
spoons,  etc.  Also  examine  and  put  in  order  at  the  same 
time,  and  as  much  oftener  as  it  seems  necessary,  the  sur- 
face-water breaks,  that  not  the  least  surface  drainage 
shall  reach  the  ice-dam. 

May  20,  1888. 

CLASSIFICATION  OF  INDUSTRIAL  GROUPS  AND  CARE 

OF  TOOLS. 

The  boys  attached  to  the  Industrial  Department  shall 
be  divided  into  groups  of  ten  to  twenty  boys,  each 
group  to  be  in  charge  of  a good  attendant.  The  at- 
tendant shall  be  responsible  to  the  Purveyor  for  the 
custody,  cleanliness,  and  daily  storage  of  their  tools, 
inclusive  of  wheelbarrows.  Five  minutes  before  the 
hour  for  closing  work,  the  attendant  will  order  the  col- 
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lection  of  tools,  the  scraping  of  shovels  and  wheel- 
barrows, whereupon  a line  shall  be  formed  returning  to 
the  house  in  good  order,  with  shovels  and  tools  over 
the  left  shoulder,  the  wheelbarrows  in  advance;  each 
member  of  the  group  is  to  be  served  with  a tool  or 
wheelbarrow  when  starting  for  work. 

This  return  of  tools  shall  be  at  noon  and  evening. 
Where  a morning  and  afternoon  group  are  using  the 
same  tools  under  different  attendants,  missing  tools 
must  be  reported  at  once  by  each  attendant  to  the 
Purveyor. 

Any  broken  tool  or  disabled  wheelbarrow  must  like- 
wise  be  reported  at  once  to  the  Purveyor,  who  will  make 
another  issue  of  the  articles  mentioned. 

The  attendant  will  be  alert  in  teaching  the  boys  the. 
proper  handling  of  tools,  forbidding  rough  or  destruc- 
tive usage,  and  aiming  to  teach  the  boys  the  value  of 
all  material.. 

April  12,  1881. 

NAME  FOR  THE  NEW  BUILDING. 

The  term  “ Epileptic  Building”  is  so  objectionable, 
and  Hill-Side  “C”  so  confusing,  that  it  is  determined 
to  call  the  new  building  “The  Manse.” 

June  1,  1891. 

MEDDLING  WITH  ELECTRIC  LIGHTS. 

Attendants  will  watch  mischievous  boys  and  report 
any  interference  with  electric  lamps,  several  of  which 
have  been  needlessly  broken.  In  brushing  them  a light 
feather  brush  only  should  be  employed. 

June  20,  1890. 
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THROWING  STONES,  AND  PROFANITY. 

Attendants  and  larger  boys  are  requested  to  arrest 
and  report  to  the  office  all  boys  who  are  seen  throwing 
stones  at  one  another  or  over  the  roofings  of  the  rear 
buildings;  the  same  request  is  urged  in  regard  to 
profanity. 

July  1,  1890. 

DANGER  FROM  HOT  WATER. 

It  was  my  painful  duty  to  dismiss  recently  from  the 
service  of  the  institution  one  of  our  most  esteemed 
nurses  because  of  her  disobedience  in  regard  to  the  rule 
for  bathing  the  children. 

An  asylum  in  another  State  is  suffering  from  a like 
disobedience  on  the  part  of  one  of  the  attendants  which 
resulted  in  the  death  of  a child. 

INVAEID-SHOES. 

Matrons  will  please  give  kind  and  motherly  attention 
to  any  children  who  may  be  afflicted  with  tender  or 
crippled  feet,  and  see  that  they  have  comfortable,  “ soft 
shoes, v suited  to  their  needs.  We  have  kept  such  shoes 
for  at  least  three  years,  but  I find  only  a verv  moderate 
use  has  been  made  of  them.  Do  not  leave  the  pro- 
viding of  shoes  so  entirely  in  the  hands  of  the  shoe- 
maker ; let  each  Matron  give  the  matter  her  careful 
and  intelligent  supervision.  The  Physicians  will  please 
urge  the  execution  of  these  instructions,  and  themselves 
note  the  necessity. 

March  7,  1891. 
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TO  THE  MATRONS  — NEW  SHOES. 

On  the  first  day  of  each  month  please  make  a report 
to  the  office  of  new  shoes  issued  to  your  children,  noting 
the  name  of  the  child  to  whom  the  issue  is  made  and 
any  remarks  you  may  have  upon  fit,  quality,  etc. 

The  actual  work  of  your  report  should  be  done  by 
your  clothes-keeper. 

April  25,  1890. 

RUNAWAYS. 

With  the  introduction  of  so  many  new  cases  it  is  very 
important  that  attendants  and  teachers  should  be  careful 
to  note  the  absence  of  any  one  belonging  to  the  clubs 
and  circles.  Make  a careful  muster  at  every  meal  and 
be  assured  that  there  are  no  losses,  and  report  any  es- 
capes promptly  to  the  office. 

March  24,  1890. 

TO  THE  MATRONS — ON  CUSTODY  OF  CLOTHING. 

Please  call  the  attention  of  your  cloth es-keepers  to 
the  execution  of  the  second  paragraph  of  House  Order 
No.  10.  In  one  department  attendants  are  found 
waiting  on  themselves  with  keys  that  have  been  fur- 
nished at  some  uncertain  time.  If  such  practice  now 
exists  in  your  departments,  correct  it  at  once.  The 
clothes-rooms  are  banks,  and  the  cloth  es-keepers  ac- 
countants through  whom  the  business  of  supplying  the 
clothing  should  be  transacted  ; lienee  it  must  be  under- 
stood as  necessary  that  clothes-keepers  should  be  up, 
about,  and  accessible  in  their  clothes-rooms  at  the  same 
time  that  the  children  are  being  dressed.  If  you  have 
any  dead  timber  in  your  department,  either  make  it 
alive  and  profitable  or  have  your  list  shortened. 
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NOTICE — PREPARATION  FOR  MEALS. 

Much  damage  is  being  done  by  the  inattention  of 
noon  attendants  to  their  duty.  Attendants  assigned  to 
the  care  of  children  during  the  preparation  for  dinner 
must  be  promptly  in  their  places.  All  gangs  of  work- 
ing boys  must  be  seen  safely  into  their  care.  After 
washing,  the  boys  will  remain  in  the  day-rooms  until 
the  dinner-bell  rings.  Strict  attention  to  this  rule  is 
expected. 

October  14,  1889. 

OUR  RULES. 

Much  more  depends  on  their  conscientious  observance 
than  is  appreciated  by  our  men  ; e.g.,  a large  insurance 
rests  on  our  buildings  : the  companies  regard  them  as 
serious  risks,  but  finding  that  we  are  under  a system 
not  unlike  military,  that  a force  of  men  is  alleged  to 
be  always  on  the  grounds  and  about  the  buildings,  fair 
rates  are  secured.  If  our  rules  are  treated  as  of  “ no 
account;”  if,  when  a man  is  needed  it  takes  two  hours 
to  find  him,  as  occurred  a few  evenings  since;  there 
might  be  reason  for  the  companies  to  make  void  their 
policies. 

May  3,  1888. 

NOON  REPORTS  ON  EPILEPSY,  ETC. 

I fear  the  noon  reports  of  convulsions  and  of  broken 
glass  are  not  being  reported  faithfully.  The  scientific 
value  attached  to  the  report  of  the  spasms  depends  on 
the  faithfulness  of  the  persons  reporting.  Our  girls, 
and  boys,  of  carelessness  and  destructiveness,  can  only 
be  cured  by  faithful  reports. 

May  23,  1888. 
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ATTENDANTS,  PROTECT  THE  TREES  AND  CHILDREN. 

Guard  the  children  against  eating  nuts.  Forbid  the 
clubbing  of  trees.  When  ripe  and  fallen,  gather  the 
nuts  and  send  to  the  Housekeeper  for  the  tables. 

October,  1,  1888. 

REPEATED  ! — CHILDREN’S  FANCY-WORK. 

Any  fancy-work  which  employes  desire  to  have 
done  by  our  children  must  be  negotiated  for  through 
the  store-keeper  who  lias  that  department  in  charge, 
whose  prices  for  pillow-shams,  tidies,  laces,  etc.,  will 
be  governed  by  the  Philadelphia  market.  Any  negoti- 
ating with  the  inmates  of  the  institution  is  forbidden. 


SUNDAY  DUTY. 

All  attendants,  men  and  women,  are  “on  duty”  on 
Sundays  until  9 A.M.,  and  at  meal  hours  unless 
specially  excused. 


REPEATED  ! — SUNDAY  MORNING  DUTY. 

All  attendants  are  reminded  that  none  are  “ off  duty” 
Sunday  mornings  till  nine  o’clock,  and  that  each  one  is  to 
take  care  of  his  or  her  own  room,  attending  to  the  beds, 
the  sweeping,  and  to  the  general  tidiness,  thus  relieving 
the  chambermaids  of  that  portion  of  their  weekly  work. 
If  the  attendant  is  not  sleeping  in  the  dormitory  with 
the  children,  he  or  she  will  nevertheless  assist  in  the 
care  of  children’s  rooms  unless  absent  by  permission. 
If  any  fail  to  find  work  to  do,  he  or  she  must  still  be 
accessible,  either  in  or  near  their  own  room  at  any 
time  before  nine  o’clock. 
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OVERLAP  OF  NOVICES. 

Hereafter,  all  newly-employed  persons  will  be  ex- 
pected  to  remain  on  duty  every  evening  for  at  least  one 
week,  and  the  first  two  Sundays,  till  they  shall  have 
learned  something  of  their  duties.  This  request  applies 
to  both  officers  and  attendants. 

July  21,  1890. 

SUPERINTENDENT’S  SUNDAY  INSPECTON  OF  SENIOR 

CLUBS. 

The  averages  for  the  clubs  to-day  stand  as  follow  : 
Washington,  8 J ; Franklin,  7J;  Infirmary,  9 J ; Lin- 
coln, 6J;  Jos.  Parrish,  9;  Liberty,  9;  John  P.  Crozer,  6. 

The  averages  are  made  on  ten  points,  as  follow  : 
1,  care  in  dressing;  2,  polish  of  boots;  3,  cleanliness 
of  ears,  hands,  and  teeth;  4,  length  of  hair;  5,  hand- 
kerchiefs in  left  breast-pocket ; 6,  accuracy  in  standing; 
7,  right  about  face  front;  8,  right  foot  up;  9,  front 
face;  10,  punctuality.  Due  consideration  will  be  given 
for  the  grade  of  the  club  : 10  for  Lincoln  might  be  8 or 
less  for  Franklin. 

May  10,  1890. 


THE  IMPROPER  USE  OF  WATER — POLISHING  TO  SUB- 
STITUTE WATER. 

We  have  long  endeavored  to  bring  our  institution 
to  the  highest  point  of  excellence  in  the  matter  of 
cleanliness  and  purity,  and  to  do  this  have  discouraged 
the  use  of  soap  and  water  on  floors.  So  far  as  this 
advice  has  been  regarded  we  have  a pure  institution  ; 
where  disregarded  we  have  foulness  of  appearance  and 
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disgusting  odors.  The  whole  of  the  north  and  most 

O O 

parts  of  the  south  department  of  the  central  building 
have  become  quite  perfect  because  of  disuse  of  water 
and  the  substitution  of  oil,  wax,  and  polishing.  If, 
by  accident,  any  part  of  the  floor  becomes  wet  or 
soiled,  it  should  be  wiped  instantly  and  rubbed  with 
house-cloths  and  flannels  till  the  spot  is  absolutely  dry. 
The  great  th  ing  is  polishing. 

There  is  no  longer  any  excuse  for  the  use  of  water ; 
hence  it  is  interdicted,  except  as  it  is  directed  at  special 
times  and  for  special  purposes  by  the  Matron  in  charge, 
who  must  remember  that  she  is  herself  under  constant 
and  sharp  criticism.  Any  carelessness  in  regard  to  the 
floors,  such  as  leaving  crumbs,  grease,  slops,  or  dirt 
of  any  kind  on  them,  without  immediate  removal  and 
polishing,  may  be  followed  by  rebuke,  fine,  or  dismissal. 
Th  is  thing  is  no  longer  an  experiment  for  employes  to 
state  their  opinions  upon,  but  it  is  now  a direction 
which  must  be  understood  and  obeyed. 

August  27,  1890. 

IMPORTANCE  OF  ECONOMY  IN  THE  USE  OF  ELECTRIC 

LIGHT. 

A recent  inspection  of  tlie  building  as  well  as  the 
evidence  of  our  books,  indicates  that  we  are  using  light 
very  extravagantly  ; the  same  rules  that  related  to  gas 
must  be  observed  in  the  use  of  the  new  light.  The 
special  places  where  negligence  was  noticed  were  in  the 
play-rooms  in  the  north  wing  after  7 o’clock,  in  the 
dining-rooms,  the  Purveyor’s  private  office,  Superin- 
tendent’s rooms,  and  in  several  of  the  sitting-rooms 
of  the  attendants.  When  leaving  a room,  shut  the 
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light  off,  and  be  as  particular  in  the  use  of  gas  as 
formerly,  or  run  the  risk  of  a fine  of  twenty-five  cents 
a lamp. 

September  8,  1890. 


ELOPEMENTS. 

During  the  month  of  June  there  were  sixteen  escapes 
of  children  from  the  care  of  their  attendants ; with  the 
present  thorough  classification  this  shows  carelessness 
on  the  part  of  the  watchers.  Let  it  be  distinctly 
understood  for  the  future  that  all  expenses  paid  for 
runaways,  and  added  fines  for  special  carelessness,  will 
be  assessed  against  those  attendants  from  whom  the 
children  escape. 

July  2,  1888. 

PORT  DEPOSIT  (HAPPY  VALLEY). 

The  delightful  annual  visits  made  by  rail  to  Happy 
Valley  or  Mount  Ararat,  Maryland,  have  always  been 
accompanied  with  anxiety.  Careful  planning  has  saved 
us  thus  far  from  accident,  and,  as  a guide  for  the 
future,  our  bulletin  of  September  18,  1890,  is 

published. 

The  morning:  bells  for  rising;  and  meals  will  be  a 
© © 

half-hour  earlier;  beds  must  be  put  in  order  before 
breakfast,  and  the  table  clearance  pushed  as  rapidly  as 
possible  by  the  noon  detail  of  boys. 

At  seven  o’clock  sharp  the  clubs  and  circles  will 
muster  on  the  Hill-Side  railway,  and  in  the  areas  at  the 
rear  of  the  main  building,  in  the  order  issued  in  the 
lists  of  distribution  by  cars  herewith  annexed. 
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Officers  in 
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Wm.  Pratt. 

R.  Chadwick. 
Chas.  Viguers. 
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Washington.  > 
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Messrs.  Pratt,  J.  W.  S.  Kerlin,  and  I.  N.  Kerlin,  Jr., 
with  Dr.  Barr,  will  aid  the  ladies  in  placing  the  guidons, 
flags,  and  car-signals  in  careful  hands,  and  in  having  the 
clubs  and  circles  in  position,  according  to  the  lists,  so  as  to 
move  at  7.10  a.m.  sharp.  The  procession  will  be  in  six 

divisions,  each  division  to  be  led  by  a division  flag  and 

12 
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car-signal,  and  in  all  cases  the  excursionists  must  enter 
the  car  at  the  rear,  and  disembark  at  the  front. 

Cautions  must  be  administered  that  the  windows 
shall  not  be  opened  injudiciously,  nor  the  heads  aud 
arms  allowed  outside;  also  absolute  care  of  the  toilet- 
rooms,  that  they  shall  be  kept  neat  for  the  return 
trip;  provision  for  this  will  be  specially  made  by  Mr. 
Pratt. 

On  disembarking  at  Happy  Valley,  the  children 

must  be  kept  well  in  hand  by  the  attendants  and 

officers  in  charge  of  each  division.  Their  distribution 

bv  circles  and  clubs  may  be  allowed  at  a time  that 
*/  •/ 

will  be  determined  by  the  Superintendent. 

The  order  for  recall  will  be  by  cornet  and  tattoo  by 
the  snare-drum ; such  signals  must  be  immediately 
obeyed. 

The  individual  pleasure  of  the  officers  in  charge 
must  be  entirely  subservient  to  the  main  object  of  the 
excursion,  which  is  the  happiness  and  safe  return  of 
four  hundred  and  fifty  excursionists. 

Disembarkation  at  Elwyn,  which  will  probably  be 
on  the  platform,  should  be  orderly,  the  head  of  the 
column  moving  off  promptly,  so  as  not  to  crowd  the 
rear  divisions.  Messrs.  Chadwick  and  Viguers  will  be 
a special  committee  to  clear  the  platform  of  intruders 
and  any  interference  with  this  object. 

SPECIAL  DUTY  OF  EVENING  WATCHES  IN  REGARD 

TO  WATER-CLOSETS. 

The  liability  to  fevers,  generated  from  neglect  in  the 
proper  care  of  water-closets,  makes  it  important  that  at 
all  times  these  places  shall  be  kept  scrupulously  clean, 
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and  more  particularly  so  at  night,  when  we  are  most 
liable  to  injury  from  noxious  gases. 

i/  • o 

Therefore  you  are  instructed  to  examine  all  closets 
just  before  retiring:  to  flush  all  pipes  and  bowls  with 
water : and  to  leave  the  urinals  clean  and  dry.  I ex- 
pect  the  attendants  to  be  found  among  the  children 
during  active  use  of  the  closets  at  all  times  of  the  day, 
and  especially  during  the  evenings,  that  decency  may  be 
cultivated  and  careless  habits  checked. 

Official  inspections  are  hereby  directed,  to  see  that 
this  rule  be  enforced. 

October  18,  1886. 


TO  THE  MATRONS — SEMI-ANNUAL  CLOTHES- WANTS. 

Hereafter  the  semi-annual  clothing-lists  of  children 
clothed  by  parents  (including  the  necessary  information 
in  regard  to  size  of  shoes,  etc.)  must  be  sent  to  the  office 
not  later  than  the  first  day  of  March  and  the  first  day 
of  September  respectively. 

Ho  not  let  children’s  absences  be  a reason  for  delay. 
Absent  children  can  be  attended  to  on  their  return. 

September  27,  1888. 


INCIDENTAL  STORE-ROOM. 

From  this  date  the  afternoon  store  will  be  open  for 
ten  minutes  for  the  admission  of  customers;  that  is, 
from  1.15  to  1.25  p.m.  ; after  which  time  the  doors  will 
be  closed,  and  any  one  who  may  have  applied  for  goods 
during  that  time  will  be  waited  on  and  dismissed,  leav- 
ing the  storekeeper  free  to  return  to  the  office,  thereby 
saving  valuable  time  and  making  a consequent  better 
use  of  the  legitimate  working-hours  of  the  day. 
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TO  THE  MALE  ATTENDANTS  OF  THE  NORTH  WING. 

Please  attend  to  your  duties  among  the  boys. 

Do  not  chat  with  females  at  the  North  Wing  to  the 
neglect  of  the  hoys. 

Do  not  play  quoits  or  games  to  the  neglect  of  the 
boys, — the  quoits  are  furnished  for  the  boys. 

Do  not  permit  visitors  to  interfere  with  you  to  the 
neglect  of  the  boys. 

Warn  loafers  away, — they  interfere  with  your  occu- 
pation to  the  neglect  of  the  boys. 

Keep  boys  busy.  When  working,  let  it  be  industri- 
ously ; when  playing,  in  good  earnest;  when  resting,  in 
good  order. 

August  26,  1879. 


TO  THE  WOMEN. 

The  North  Wing  area  and  grounds  north  of  the 
Plome  are  the  hoys’  play -grounds. 

The  male  attendants  are  employed  to  take  vigilant 
care  of  and  to  teach  and  amuse  the  boys. 

Women  off  duty  are  requested  not  to  make  the  above 
grounds  places  for  recreation  and  chatting,  excepting 
as  they  may  be  occasionally  invited  to  witness  dress 
parades,  games  of  ball,  etc. 

August  27,  1879. 


TO  THE  TEACHERS  AT  SCHOOL  BUILDING. 

You  seem  unmindful  of  rules  and  methods  in  regard 
to  unlocked  doors,  heat  on  and  windows  open  in  vacant 
rooms,  registers  and  heat  in  vacant  rooms,  wasteful 
expenditure  of  gas,  etc. 
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A partial  inspection  this  morning  leads  one  to  say 
that  you  are  more  unmindful  than  are  our  attendants, 
and  that  you  need  as  much  watching;. 

March  23,  1S82. 

APPROACH  TO  DINING-ItOOMS. 

Hereafter  the  approach  to  the  dining-rooms  and  the 
exits  therefrom  will  be  as  follows  : 

In  fair  weather, — that  is,  in  weather  not  actually 
stormy, — “ Lincoln,”  “ Liberty,”  “ Franklin,”  and  other 
senior  clubs  will  take  the  outside  north  pavement,  filing 
to  the  rear  of  North  Wing,  passing  through  covered- 
way of  annex,  and  thence  across  the  rear  pavement  of 
annex  area  to  the  west  doors  of  dining-rooms. 

Washington  Club  will  likewise  pass  to  the  rear  of  the 
annex  and  across  the  annex  area  to  the  same  door. 

These  clubs  in  their  movements  must  not  break  into 
the  lines  of  one  another ; right  of  precedence  must  be 
given  the  club  first  in  line  to  move. 

The  clubs  of  smaller  boys  alone  shall  use  the  north 
return  corridor  and  covered- way,  passing  through  east  * 
door  of  dining-room. 

The  return  from  dining-rooms  to  play-rooms  shall 
be  made  in  the  same  order. 

The  object  of  this  change  is  to  give  as  much  privacy 
as  possible  to  the  small  children  and  female  attendants, 
and  it  is  requested  that  workmen,  male  attendants,  and 
others  shall  be  found  as  rarely  as  possible  in  that  part 
of  the  building. 

November,  1885. 
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DINING-ROOM  METHODS. 

The  numerous  instructions  and  bulletins  bearing  on 
dining-room  order  and  drill  which  have  been  issued 
from  time  to  time,  and  which  are  published  at  length 
in  this  volume,  should  impress  every  one  with  the  great 
importance  attached  to  the  subject,  and  even  at  the  risk 
of  much  repetition,  the  latest  collection  of  rules,  and 
the  most  systematic  which  has  yet  appeared,  is  pre- 
sented at  the  close  of  this  volume;  prepared  as  it  has 
been  by  our  venerated  ex-Matron,  Mrs.  Sarah  P.  Clapp, 
during  a recent  visit  (and  arranged  by  Mr.  Wm.  Pratt, 
who  has  brought  the  table  drill  to  a fair  degree  of 
excellence),  it  probably  contains  all  that  will  be  needed 
for  many  years,  and  is  commended  to  the  careful  study 
of  every  attendant,  and  the  observance  of  all  officers 
who  are  engaged  as  principals  in  the  dining-rooms. 


DINING-ROOM  EXERCISE. 

1.  Grace. — “Our  Father  in  Heaven,  make  us  truly 
thankful  for  this  food,  and  for  all  thy  gifts.  Amen.” 

2.  Verbal  Order. — “Seats!”  Children  seat  them- 
selves quietly. 

3.  Verbal  Order. — u Attention  ! Napkins!”  Chil- 
dren unfold  napkins  in  unison. 

4.  Bell. — One  stroke.  Attendants  and  Monitors  dis- 
tribute food. 

5.  Bell. — One  stroke.  Children  commence  eating 
their  meal. 

6.  Bell. — One  stroke.  Children  come  to  “order.” 

7.  Bell . — One  stroke.  Children  push  plates,  etc.,  to 
centre  of  table. 
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8.  Verbal  Order. — “ Attention  ! Napkins!”  Chil- 
dren neatly  fold  napkins  in  unison. 

9.  fieli One  stroke.  Children  arise  and  leave  room 

quietly  in  clubs  and  circles. 

When  dessert  is  served  at  a meal,  the  following 
additions  must  be  made  to  the  above  exercise  between 
Nos.  5 and  6. 

1 Bell—“  Hands  down!”  Children  come  to  “or- 
der,” first  pushing  plate,  etc.,  to  centre  of  table  if  dessert 

requires  use  of  extra  saucer. 

2.  Bell, One  stroke.  Attendants  and  Monitors 

serve  dessert. 

3.  Bell. — One  stroke.  Children  eat  dessert. 

Two  strokes  of  bell  indicate  total  cessation  of  dining- 
room work  and  absolute  “ order. 


GENERAL  INSTRUCTIONS. 

1.  Entrances  and  Exits.— Clubs  and  circles  leave 
club-rooms  at  ringing  of  bell,  and  enter  dining-rooms 
with  arms  folded,  accompanied  by  their  proper  attend- 
ants, senior  clubs  of  boys  entering  by  northwest  door 
and  junior  clubs  by  northeast  door  of  No.  4 dining- 
room. Circles  of  girls  by  east  doors  in  No.  1 dining- 
room ; exit  by  same  doors. 

Exceptions:  Keystone  Dormitory  children  enter  by 
Keystone  Hull  stairways;  singing-class  and  praise- 
meeting  girls  enter  by  Keystone  Hall  stairways. 

2.  Conducting  the  Meal.— {a)  The  Officer,  in  Chare, c. 
Their  duties  consist  in  keeping  general  order,  super- 
vising the  proper  distribution  of  food,  enforcing  the 
rules,  and  taking  charge  of  all  refractory  girls  and  boys ; 
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and  in  calling  table-clearance  group  into  line  prepara- 
tory to  placing  the  dining-room  in  charge  of  manual 
teacher. 

(6)  Attendants  and  Monitors. — Their  duties  consist  in 
keeping  their  respective  tables  in  order,  serving  food, 
and  instructing  their  children  in  the  following  rules  : 

1.  Their  children  should  not  talk  or  be  out  of 
u order”  from  the  time  they  take  their  positions  at 
tables  until  No.  5 bell,  for  eating,  is  struck,  when  low 
conversation  will  be  allowed.  From  No.  6 bell  to 
dismissal  their  children  should  be  in  “ order.” 

An  attendant  can  control  disorder  when  she  is  serv- 
ing food  by  stopping  and  folding  her  arms;  she  may 
have  to  wait  till  after  bell  for  eating  has  rung. 

2.  No  child  should  leave  his  place  at  table,  or  pass 
food,  etc.,  from  table  to  table. 

3.  Food  should  be  passed  from  hand  to  hand  to  the 
child  for  whom  it  was  meant. 

Accidents  to  table-cloths  must  be  immediately  cared 
for  by  the  attendant  using  absorbent  towels,  which 
are  hanging  near  for  the  purpose.  Slops  and  waste 
upon  the  floors  are  to  be  immediately  removed  either 
by  the  attendant  personally  or  by  the  careless  child 
under  her  direction. 

4.  After  food  is  served  the  bread  should  be  passed, 
and  each  child  take  one  piece  and  rest  one  edge  of  the 
slice  on  rim  of  plate,  the  other  edge  of  bread  resting 
upon  the  table-cloth. 

5.  Tea,  coffee,  etc.,  should  be  served  last. 

G.  The  attendant  should  use  his  or  her  discretion  as 
to  the  wants  of  each  child,  and  report  superabundance 
or  lack  of  food  to  officer  in  charge. 
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7.  No  child  to  be  helped  twice  until  first  instalment 
is  eaten. 

Each  child  is  to  be  served  with  a portion  of  every 
supply  ; but  an  idiosyncrasy  in  regard  to  food  is  to  be 
reported,  when  such  a child  can  be  exempted  from  that 
particular  article  of  food ; but  the  effort  must  be  con- 
stant to  avoid  whimsical  caprices  in  regard  to  food  ; 
establish  the  habit  of  taking  and  enjoying  every  kind. 

8.  When  more  food  than  is  needed  is  placed  on  a 
table  and  all  the  children  at  that  table  are  amply  served, 
take  the  remaining  food  to  officer  in  charge,  who  will 
distribute  it  elsewhere,  if  needed,  or  send  it  to  the 
kitchen. 

9.  Upon  the  ringing  of  No.  6 bell  each  attendant 
should  appoint  a child  to  brush  up  crumbs,  etc.,  from 
floor  around  the  table. 

10.  When  children  are  dismissed,  see  that  they  go 
out  quietly,  orderly,  and  in  turn. 

11.  Aim  to  instruct  your  children  in  proper  table 
manners  while  eating,  such  as  proper  holding  of  knife 
and  fork,  noiseless  drinking,  small  mouthfuls,  etc. 

12.  All  serving  dishes  — viz.,  pitchers,  platters, 
vegetable-dishes,  and  pudding-dishes — should  be  placed 
in  sinks  when  food  has  been  distributed,  putting  pud- 
ding-dishes  to  soak. 

13.  Let  all  discipline  be  referred  to  officer  in  charge. 


EXPLANATION  OF  DINING-ROOM  EXERCISE. 

1.  Grace. — The  grace  should  be  said  slowly  and 
reverently,  the  officer  in  charge  of  dining-room  leading, 
and  attendants  joining. 

2.  “Seats.” — This,  and  all  “ verbal  orders,”  to  be  given 
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by  officer  in  charge.  Attention  should  be  especially 
directed  to  making  this  order  as  noiseless  as  possible. 

3.  u Attention!  Napkins  /” — Children,  at  word  “ At- 
tention-!” grasp  the  folded  napkins  in  front  of  them,  by 
one  corner,  and  at  word  “ Napkins!”  open  napkins  by 
raising  the  hands  and  letting  napkins  fall  open , when 
they  are  ready  to  be  put  on, — an  attractive  part  of  the 
exercise  if  done  altogether. 

6.  Bell  at  Conclusion  of  Meal. — Children  come  to 
“ order.”  A child  is  “ in  order”  in  the  dining-room 
when  his  hands  are  in  his  lap,  his  feet  together  under 
the  table,  his  body  upright  and  square  with  the  board, 
and  he  is  not  talking. 

7.  Bell  for  Pushing  in  Plates , etc. — Children  first 
push  plates,  upon  which  knife  and  fork  are  placed  side 
by  side,  to  centre  of  table ; then  push  cups  and  saucers 
or  glasses  into  the  spaces  between  the  two  plates  which 
are  opposite  them. 

8 . ‘ 1 Attention ! Napkins  /” — Child ren  to  remove  nap- 
kins at  word  “ Attention  !”and  fold  same  upon  hearing 
word  “ Napkins !” 

9.  Bell. — In  rising,  care  should  be  used  that  the  noise 
of  rising  and  pushing  stools  under  table  be  reduced 
to  a minimum. 
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